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This "Style Manual" gives a general statement of the practice in The New York Public 
Library in preparation of copy for the Printing office, its treatment in composing room, 
proof room, and press room. Cataloguers, compositors, proof readers, and pressmen should 
familiarize themselves with the rules here set forth, follow them in all cases, and inquire 
about points they do not understand. 

In preparation help has been had from the style manuals of the Carnegie Library of 
Pittsburgh, the Government Printing Office, the University of Chicago Press. For those 
who wish to study farther T. L. De Vinne's Practice of Typography, in four volumes, is 
recommended; a set is in the Reference collection, the Printing office, and the Central Cir- 
culation collection. 
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PREPARATION OF COPY 

SUGGESTIONS TO CATALOGUERS 

1. Let copy — which means all matter sent to the printer for composi- 
tion — be typewritten if possible, and let it go in exactly the form in which it 
should be printed. Do not crowd the card or page ; run over on a second or 
third without hesitation when necessary. 

2. See that proper names, foreign words, technical phrases, and any 
other words or terms that may not be understood at first glance, are plainly 
written; they should be printed in disjointed letters, if necessary, and should 
be read over and verified before leaving your hands. Remember that the 
compositor has no time to puzzle over or work out poorly written or indistinct 
words. 

3. Mark copy in a foreign language accurately as to capitalization, 
punctuation, or other peculiarities. 

4. Write on but one side of the card or paper. 

5. If additional matter is to be inserted, and if it makes more than one 
line, write it on a separate sheet, attach it to the copy in which it is to be 
inserted, and indicate clearly the place of insertion. 

6. Make all corrections on the first proof submitted; later proofs are 
intended only for verification. 

7. Send all copy flat. 

8. Use a single dash to represent hyphen for division of syllables, a 
double dash for compound words : Re-printed ; Land= taal= en volkenkunde. 

9. If, by mistake, a capital letter has been written for a lower case 
(small) letter, or vice versa, it is not necessary, in preparation of copy, to 
make the correction by actual change of letter if the change is indicated by 
using one of the following signs : a single line under a word or letter calls for 
italics; two lines for small capitals; three lines for capitals; a wave line for 
black face; a wave line with three straight lines below calls for black face 
capitals ; a diagonal line / through a capital requires it to be set as a lower case 
(small) letter. 

10. When copy uses a spelling not regularly in accord with office 
rules, call attention to the odd form by a series of light dots under the word or 
words so spelled. 

11. If, by mistake, a word is crossed out, a series of light dots directly 
underneath and the word stet in the margin will restore it. 

[5] 
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12. Indicate by a short curved line over ae and oe that the diphthongs 
(F and 0? are desired. 

13. The printer separates sentences by a space called an em quadrat, 
double the size of the space used between words and abbreviations and repre- 
sented graphically thus Q- Cataloguers can help greatly if they are careful 
to see that double or treble space follows a period used to mark a sentence 
stop, leaving normal word space after a period used to mark an abbreviation 
within a sentence. In preparation of foreign copy, or of English copy requir- 
ing special attention to spacing, the cataloguer in addition to careful spacing 
should indicate sentence endings by marking a small square (thus Q) after 
the period. When an ellipsis (or omission of word or words indicated by 
three periods, thus . . . ) ends a sentence follow the periods by a □ ; otherwise 
no space will be given. If extra space is wanted in the text of cards, mark on 
copy the required number of quads, allowing one □ for two letters or figures. 
The compositor will supply the regular space in addition. Examples of the use 
of the n follow : 

The study of my life. v.DD New York: Dodd, Mead and Com- 
pany,nn D v. port. 8°. 

Vom Reichsfiirstenstande; Forschungen zur Geschichte der Reichsver- 
fassung zunachst im XII. und XIII. Jahrhunderte ; hrsg...von P. Punt- 
schart. Bd.n, Teil DD Innsbruck: Wagner, 1911. D v. 8°. 

Ambrosii Calepini Dictionarium [octolinguc] . . . □ Adjectae sunt Latinis 
dictionibus Hebraeae, Graecae, Gallicae, Italicae, Germanicae, Hispanicae, atque 
Anglicae item notae, quibus longae aut breves syllabae dignoscantur.n Praeter 
alia omnia, quae in hunc usque diem f uerunt addita, praecipue a J. Passera- 
tio. . . n Lugduni : Sumptibus Jacobi Cardon, 1834. 2 v. f °. 

(Kongeligt Dansk Videnskabernes Selskab.D Skrifter.n !□ Natur- 
videnskabelig ogfmathematisk Af deling, n Bind 7, pio.] 2.) 

CAPITALIZATION 

Abbreviations. 

14. Capitalize abbreviations like Ph.D., LL.D., M.D., F.R.G.S. (to 
be set without space between letters) ; B. C, A. D. (with thin space). 

But a. m. and p.m. to be lower case (with thin space). 

Affixes. 

15. Capitalize affixes used after names of persons: Fremont, the 
Pathfinder ; John Taylor, the Water Poet. 

Adjectives derived from names of persons or places. 

16. In English, Dutch and Latin capitalize adjectives derived from place- 
names : English, Fransch, Romanus. In the other Teutonic and in the Romance 
languages use lower case for such adjectives : deutsch, f rangais. 

Exceptions: Capitalize geographical adjectives if they take the place of nouns: les 
Anglais, los Ingleses. 

Capitalize German indeclinable adjectives derived from place-names: Die Leipziger 
Messe. Notice also that, in German, geographical adjectives preceded by Koniglidi, Fiirstlich, 
etc., are capitalized: Koniglich Preussische Akademie der Wissenschaften. 
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17. In all Teutonic languages capitalize adjectives derived from names 
of persons, but use lower case in Romance languages: Die Schillerschen 
Trauerspiele; but, Les idees napoleoniennes. 

Bible and sacred words. 

18. Capitalize Bible, thus: Bible, Holy Bible, Biblia sacra, the Scrip- 
tures, Scripture, Holy Scripture, Old Testament, New Testament, Acts of the 
Apostles, das Neue Testament, Vulgate, etc. 

Do not capitalize biblical, scriptural. 

19. Capitalize names of books of the Bible, as Pentateuch, Proverbs, 
Psalms, Apocrypha. 

Do not capitalize the words book, gospel, epistle: book of Job, gospel of Matthew, 
epistle to the Romans. 

20. Capitalize Trinity, the Deity, the Creator, our Lord; but not holy, 
sacred, divine, except in Holy Scripture, Holy Spirit, Holy Ghost, Heiliger 
Geist, etc. 

Business firms. See Titles of business firms, etc. 

Compounds. 

21. Capitalize all parts in compounds. Examples : Ohio Training-School 
for Nurses ; Lieutenant-General Nelson A. Miles. 

Congresses. See Titles of business firms, etc. 
Conventions. See Titles of business firms, etc. 
Corporations. See Titles of business firms, etc. 
Court publications. See Government and court publications. 
Educational institutions. See Titles of business firms, etc. 

Epithets, etc. 

22. Capitalize an epithet used in place of a particular personal name: 
The Pretender, the Young Pretender, His Majesty, His Excellency, etc. 

23. Capitalize epithets standing as substitutes for names of places: 
the Orient, the Far East, the West, United Kingdom, etc. 

Do not capitalize the adjective forms (as occidental, oriental), except when the meaning 
would otherwise be uncertain: From a Southern standpoint. 

24. Capitalize Union in Union Army, etc.. Confederate in Confederate 
Army, etc. 

Do not capitalize middle ages, renaissance, crusades, reformation, restoration. 

First word of a sentence. 

25. Capitalize the first word of every sentence, of every title quoted, 
and of every alternative title introduced by or: The work first appeared in 
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1776. His edition of "The wealth of nations" is authoritative. Bojrs of '61 ; 
or. Four years of fighting. 

Bttt vat lower case for abbreviations of volume, page or iramber even at the beginning 
of a sentence. Examples: v. 2 contains index, v. 1, 1876-83; v. 2, 1883-95. na2 of series, 
p. 2-10 missing. 

Genera and species in natural history. 

26. Do not capitalize names of genera and species in natural history, 
whether in Latin or English : amarantus caudatus ; compositae. 

Government and court publications. 

27. Capitalize names of national (federal) and state legislative, judi- 
ciary, and administrative bodies and governmental departments and their 
branches: Congress, House of Representatives, Committee of Ways and 
Means, Parliament, House of Commons, Bureau of Education, Department 
of Commerce and Labor, Supreme Court. 

Do not capitalize such paraphrastic designations as the German federal parliament, 
Chicago city council, the upper house of Congress, the legislature of Illinois. 

Laws, bills, etc. 

28. Capitalize all important words in names of laws, bills, acts, stat- 
utes, etc.: Elections (Illegal Practice) Act; Poor Relief Act; Local Govern- 
ment Bill. 

Military organizations, etc. 

29. Capitalize names of regiments, battalions, and companies : Seventh 
Regiment, U. S. Signal Corps. 

Place-names. 

30. Capitalize names of places. When the name consists of an indi- 
vidual word joined to a generic word, capitalize the former: Atlantic ocean, 
Mississippi river, Hudson river, Orange county. If the generic following the 
individual word has lost its natural or descriptive meaning and is a part of 
a name, capitalize both words: Rhode Island, Atlantic City, Niagara Falls 
(the town), but Niagara falls (the cataract). 

3L If the generic immediately precedes the individual word and 
together they form a distinct geographical name, capitalize both: Mount 
Vernon, Lake Erie, Fort Monroe ; but, the river Thames. 

32. Capitalize the article The when a part of a place-name; as, The 
Hague, The Dalles (Oregon), etc., and certain geographic formations as The 
Buttes, Cal. 

Do not capitalize the name of a region of indefinite extent; as, central Asia, south 
Pacific; but capitalize South Africa, South London, East New York. 

Do not capitalize street or like terms for thoroughfares; as, Wall street, Riverside 
drive; nor such general designations of buildings as court-house, post-office, etc. 

Use lower case for city, county, parish, state and presidency, etc., when they occur in 
parentheses; Ingleby Greenhow (parish); Bombay (presidency). 
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Political parties. See Titles of btisiness firms, etc. 
Religious denominations. See Titles of business firms, etc. 

Series notes. 

33. In series notes follow rules for capitalization of names of societies, 
etc., and for capitalization in titles. See headings : Titles of books, periodi- 
cals, etc., and Titles of business firms, conventions, corporations, etc. 

Species in natural history. See Genera and species in natural history. 

Titles of books^ periodicals, etc. 

34. In English capitalize first word and adjectives derived from 
proper nouns. In other languages follow rules of the vernacular. Examples : 
Atlantic monthly; Evangelical magazine and missionary review; Muenchener 
staatswissenschaf tliche Studien ; Svensk adelskalender. 

Titles of business firms, conventions, congresses, corporations, edu- 
cational INSTITUTIONS, POLITICAL PARTIES, RELIGIOUS DENOMINATIONS, 
AND SOCIETIES. 

35. In English capitalize the distinctive words of official titles of 
commercial, educational, industrial, political, religious and social organiza- 
tions and institutions, congresses, conventions, etc. Examples: Fitts, C. N., 
Company; Harvard University. Department of History and Government; 
Standard Oil Company; Democratic party; Church of England; Presbyterian 
Church ; American Society of Civil Engineers. 

Do not capitalize unless the title is fully and correctly given; e. g., the corporation 
was dissolved. This rule refers to the imprint also; e.g., New York: the society, 1910. 

36. In the other Teutonic languages capitalize all nouns, but not 
adjectives. Examples : Gesellschaft fiir soziale Reform ; Norsk geograf isk Sel- 
skab. 

37. In the Latin languages capitalize first word only. Examples : Societe 
royale des sciences. Regia militare accademia di educazione. 

Titles of honor and other designations. 

38. Capitalize titles, civil or military, preceding the names of persons : 
King George V., Earl Russell, Bishop Phillips Brooks, General Grant. 

Do not capitalize the title when it follows the name or when it stands alone; George 
v., king of Great Britain, the carl of Derby, the secretary of war. 

39. Use lower case for designations like the elder, the younger, sr,, jr,, 
fits, fr^res, etc. 

Wars^ Names of. 

40. Capitalize all words except the word war at the end of the expres- 
sion. Examples: War of 1812; Thirty Years' war; American Revolution; 
Civil war. 
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PUNCTUATION 

41. The following rtdes for punctuation are intended as a guide to 
cataloguers and others in preparing copy for printing. Where pimctuation 
is found on the title-page of a book it should be preserved on the catalogue 
card, but all supplied matter should follow the printing office rules. 

42. Compositors should make all points of the same face as the words 
they stand nearest. 

Period 

43. Put period at end of every sentence, and after every abbreviation. 

44. Use period in catalogue entries after author entry, title entry, 
imprint, and all other groups. 

45. Use period after Roman numerals used as ordinals, but omit it 
after cardinals : George III. (= the Third) ; Louis XIV (Louis quatorze) ; 
xii, 217 p. 

46. Three periods. .. (closely spaced) denote an ellipsis and take the 
place of all other punctuation except ?, Example : To be sold ... at the Col- 
lectors' Qub. . .March 2nd, 3rd and 4th, 1911 ... 

47. Use period between hours and minutes in indicating time: 1.30 
p. m. 

Colon 

48. Use colon after the name of place in imprint: Boston: Houghton 
Mifflin Co., 1911. 

49. Use colon after the words /«, Bound with, Repr., etc. : In : NPL p. v. 
1, no. 2. Bound with: Rev. Samuel Teulon Porter, A letter, etc. [Glasgow, 
1850.] 8°. 

50. Use colon between number of chapter and verse in Bible refer- 
ences: Matt, ii: 17-20. 

Semicolon 

51. Use semicolon before a phrase supplementary to the title: Last 
words; a collection of stories. Hammersmith; his Harvard days. Ariadne 
Florentina ; six lectures on wood and metal engraving. 

But use comma in case of old possessive forms: Adolphus, his book. 

52. Use a semicolon after a noun to separate it from adjectives which 
follow, when the adjectives are separated by commas: Taxation; historical, 
descriptive, and constructive. 

53. Use a semicolon before or in alternate title: Levana; or, The doc- 
trine of education. 
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54. Use a semicolon before edited by, translated by, illustrated by, 
translated from, pictures by, etc. : Life in the Moslem East; translated from 
the Russian by E. C. Ponaf idine. Moated houses ; illustrated by H. Railton. 

Comma 

Author entry. 

55. Use comma in author entry between surname and forename; 
before and others, or and with joint authors; before pseud., pseud, of, or 
afterward; before any title or explanatory phrase or date: 

Gallatin, Albert. 

Erckmann, ^mile, and Pierre Alexandre Chatrian. 

Kipling, Rudyard, and others. 

Thanet, Octave, pseud. 

Phelps, Elizabeth Stuart, afterward Ward. 

Brown, John, of Ossawatomie. 

Smith, Gerrit, 1797-1874. 

Dates. 

56. Use comma between day and year, or month and year : October 26, 
1910. October, 1910. 

Do not use between month and year when day preceeds month and year follows: 
26 October 1910. 

Explanatory expressions. 

57. Use comma before an explanatory phrase or clause: John Hali- 
fax, gentleman; Poetical works, to which is added a life of the author; 
Gallagher, and other stories; Specifications and contracts, together with Notes 
on the law of contracts, by J. C Wait; The missionary sheriff; being inci- 
dents, in the life of a plain man who tried to do his duty, by Octave Thanet. 

Do not use comma if explanatory expression is very closely connected; as, Frederick 
the Great. 

Do not use comma before by followed by author's name, when exact title is not quoted ; 
Works, with an account of the author by Samuel Johnson. 

Etc. 

58. Use comma before etc. : Liberty, equality, fraternity, etc. 

59. Use after etc., e. g., znz., and similar expressions when reading 
matter follows. 

Inversion. 

60. Use comma before adjectives which follow their nouns: Studies 
in theosophy, historical and practical. 

If there are more than two adjectives, so that commas must be used to separate them, 
use semicolon before first adjective unless this occurs in part of title already set off by semi- 
colon: The Imperial Bible dictionary; historical, biographical, geographical, and doctrinal. 
Egypt; descriptive, historical, and picturesque. 

Publisher. 

61. Use comma after publisher in statement of imprint. 

If publisher's name is omitted, comma takes place of colon between place and date. 
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Series. 

62. Use comma to separate words in a series of more than two, and 
before and or or connecting the last two words of such a series : Ants, bees, and 
wasps. Columbus, Cabot, Magellan, and Cavendish. 

Time. 

63. Omit comma before expressions of time beginning with to or 
from, but use when these words are omitted: Exploration in Africa from 
1800 to 1900. African exploration, 1800-1900. 

Titles. 

64. Use comma after or in alternate title: Two chiefs of Dunboy; or, 
An Irish romance of the last century. 

65. Use comma before and when two titles are joined : Castle Rackrent, 
and The absentee. 

Dash 

66. Use a period and dash in author entry between Bible and the first 
subdivision: also between the name of certain classic authors (for whom no 
subject card is given) and the title of the individual work: 

Bible. — New Testament : Matthew. Micmac. 
Shakespeare, William. — Single plays : Macbeth. 
Schiller, Friedrich von. — Letters. 

67. Use a period and em space (never a dash) between the name of a 
country or an institution and its departments : 

Great Britain. Foreign Office. 

Harvard University. Astronomical Observatory. 

In Bulletin catalogue matter u^e a period and dash in all cases. 

68. For an added entry use two three-em dashes (only one when first 
entry is a title entry) with one em between; first dash flush with left hand 
margin, en space between last dash and reading matter. Compositor will 
separate added entry from main entry by an eight-point slug. 

In Bulletin matter two-em dashes are used, with one em paragraph indention. 

69. Use en dash to connect two full dates: January 3, 1892 -March 7, 
1907. 

70. Use en dash to represent the omission of one figure from date, and 
em dash for two figures : 189-, 18 — . 



Curves (Parentheses) and Brackets 

71. Curves are used in author entry for enclosing title of nobility: 
Western (1. baron), Charles Callis Western. 

72. Curves are used to enclose series notes and anal)rtical notes beginning 
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with In, Examples: (American statesmen.) (In: F. Hudson, Journalism in 
the U. S. p. 7-99.) 

Never use curves within curves. Substitute brackets or commas: (Zcitschrift ftir 
Architektur und Ingenieurwesen. Bd. 50 iNeue Serie, Bd. 9], col. 337-342. Wiesbaden, 
1904) (Bombay, presidency. Revenue survey department. Selections from the records of 
the Bombay government 5.) 

73. Brackets enclose anything that has been supplied : Sant' Ilario [sequel 
to Saracinesca]. [Edited by Andrew Lang.] [Publications.] 

74. In case of curves or brackets, if the expression enclosed is complete 
in itself the punctuation is inside; if part of a sentence or phrase, the punctua- 
tion is outside. Bracketed expressions, where possible, should be so punctuated 
that if the entire matter so enclosed were eliminated, the remaining text would 
be correctly punctuated. Author entries where the inversion of the first name 
is indicated by a comma, and certain instances in the imprint, form exceptions. 
See examples of use above and below. 

Powell, L)mian [Pierson]. 
Powell, L[yman] P[ierson]. 
[Powell, L3mian Pierson.] 
Tolstoi, Lev [Nikolayevich], count. 
Castle, [Agnes,] and E. Castle. 
Hale, E[dward] E[verett], D.D. 
New York: Macmillan, 1910. 
[New York :] Macmillan, 1910. 
New York : [Macmillan,] 1910. 
New York: Macmillan [19.10]. 
[New York: Macmillan, 1910.] 
New York [Macmillan Co., 1910]. 
[New York: Macmillan Co.,] 1910. 
New York: [Macmillan Co.,] 1910. 
[New York :] Macmillan Co., 1910. 
New York: Macmillan Co. [1910] 



Quotation Marks 

75. First quotes are always double; quotes within quotes, single. Ex- 
ample: See also v. 12, p. 137-141, for an account of "The Hexenspiegel ('Mir- 
ror of Witches') of Thomas Birck." 

76. Use single opening quote, not apostrophe, for abbreviation of Mac 
in Scotch names : M'Lean. 

77. Ellipses in quoted matter should be included in the quotation marks : 
It is very true that ..." 



<( 



78. Quotes are not used in referring to titles of books or periodicals 
in analytical or other notes: thus, (In: G. Bancroft, History of the Constitu- 
tion. V. 1, p. 99.) Repr. : Atlantic monthly. Continued as: Bulletin et 
memoires. 
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79. Place all punctuation inside quotes unless the meaning of the sen- 
tence will be radically affected by so doing: History of the "Bucktails," a 
Pennsylvania regiment. A copy of Rosa Bonheur's "Horse Fair." 

80. In poetry, quotation marks should be "cleared," i. e., should project 
beyond the line of alignment ; e. g., 

"He bowed his head, and bent his knee 
Upon the monarch's silken stool; 
His pleading voice arose : 'O Lord, 
Be merciful to me, a fool !' " 



Punctuation of Subject Headings 

81. If the subject is followed by a regional division, use a comma 
between them, and a colon between regional division and a sub-division. 

82. If the main subject is followed by a qualifying subdivision, use a 
period and a dash between them. 

83. If the subject is followed by a qualifying adjective, place the adjec- 
tive in parentheses. 

84. If the subject is followed by a date, or epoch, use a comma between 
them. Examples : 

Anthropology, Gt. Br. : England. 

France. — Geography. 

Bibliography. — Catalogues of libraries (Private) Brown. 

Law (International). 

Army (French). 

France. — History, 1870. 

Germany. — History, Middle ages. 



ABBREVIATIONS 

85. The following abbreviations are the approved forms for use in im- 
print, collation, etc., where brevity is specially desirable, but in other cases the 
full forms are usually preferred. 



archbishop 

Abteilung 

baronet 

Band 

chapter 

Compagnie 

Company 

column 

colored 

copyrighted 

department 

diagram 

edition (in imprint 



abp. 
Abt. 
bart. 

Bd. 
chap. 

Cie. 

Co. 

col. 

cord 

cop. 

dept. 

diagr. 

only) ed. 



et cetera 
facsimile 
fascicle 
fascicule 



etc. (not&c.) 

fac. 

fasc. 

fasc. 



folded or folding fold, 

frontispiece front. 

Government Printing Office 

Gov. Prtg. Off. 
herausgegeben hrsg. 

illustrations illus. 

joint author jt. au. 

leaf 1. 

Lieferung Lief. 
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1! 


Limited 


Ltd. 


preface 


pref. 


Neue Folge 


N.F. 


proceedings (in series notes) 


number 


no. 




proc. 


no date 


n. d. 


pseudonym 


pseud. 


no place 


n. p. 


reprinted 


repr. 


no title-page 


n. t.-p. 


revised 


rev. 


oblong 


ob. 


supplement 


suppl. 


pamphlet volume 


p. V. 


title-page 


t.-p. 


plate 


pi. 


volume 


v. 


preliminary leaf 


p. I. 


various pagings 


v. p. 


portrait 


port. 






f ^ 4°, 8°, 12°, 16°, 24°, 


32°, etc., stand for folio, quarto, 


octavo, twelvemo 


sixteenmo, etc. 









85a. The following scale for ascertaining book sizes is recommended by 
the American Library Association. ( See Library Journal, v. 3, p. 19-20. ) 

48° up to 10 centimetres, or nearly 4 inches 

5 " 
6 
7 
8 
10 
12 
14 
16 
20 
24 
28 
etc. 
Whenever the width is less than ^ of the height, nar. is prefixed. 
Whenever the width is more than ^ of the height, sq. is prefixed. 
Whenever the width is more than the height, ob. is prefixed. 



32° 




" 12J4 


24° 




" IS 


16° 




" 17J4 


12° 




" 20 


8° 




" 25 


4° 




" 30 


f° 




" 35 


f* 




" 40 


f» 




" 50 


f8 




" 60 


P 




" 70 


etc. 




etc. 



(( 



(( 



<< 



t( 



<< 



(( 



(( 



{( 



(( 



(t 



it 



(( 



(( 



(( 



(( 



(( 



(( 



<( 



a 



t( 



(< 



t( 



(< 



(( 



(t 



t( 



t( 



(( 



it 



(t 



appendix 


edited 


Bind 


editor 


bishop 


engraver 


bound 


from 


collection 


illustrated 


compiled 


illustrator 


compiler 


map 


composer 


part 



title 

tome 

tomo 

tomus 

translator 



86. Spell out the following words in all cases : 

partie 

parte 

plan 

printed 

serie 

series 

table 

Teil 

87, Do not say: 

"Bd. with" for "Bound with." "All pubd." for "No more published." "no. 1 of 12 cop. 
prtd." for "no. 1 of twelve copies printed." 
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88. In series and reprint notes and in the imprint the following abbrevi- 
ations may be used : Amer. for American ; Assoc, for Association ; Cie. for com- 
pagnie (French) ; C. or Cia., for compagnia (Italian) ; Co. for Company; Co. or 
Comp. for Compagnie (German) ; Pub. for Publishing; Soc. for Society; Bros, 
for Brothers ; & for and. But in author entries follow the title-page. 

89. In United States documents abbreviations are used in series notes; 
e. g., (U. S. 54. cong., 1. sess. Sen. ex. doc.) 

90. Use no abbreviations in notes, except in series and reprint notes. 

91. Following are the approved forms for abbreviations of the states and 
territories : 



Ala. 


Alabama 


Mont. 


Montana 


Ariz. 


Arizona 


Neb. 


Nebraska 


Ark. 


Arkansas 


Nev. 


Nevada 


Cal. 


California 


N. H. 


New Hampshire 


Colo. 


Colorado 


N.J. 


New Jersey 


Conn. 


Connecticut 


N. M. 


New Mexico 


Del. 


Delaware 


N.Y. 


New York 


Fla. 


Florida 


N. C. 


North Carolina 


Ga. 


Georgia 


O. 


Ohio 


la. 


Iowa 


Okla. 


Oklahoma 


111. 


Illinois 


Ore. 


Oregon 


Ind. 


Indiana 


Pa. 


Pennsylvania 


I. T. 


Indian Territory 


R. I. 


Rhode Island 


Kan. 


Kansas 


S.C. 


South Carolina 


Ky. 


Kentucky 


S. D. 


South Dakota 


La. 


Louisiana 


Tenn. 


Tennessee 


Me. 


Maine 


Tex. 


Texas 


Md. 


Maryland 


Vt. 


Vermont 


Mass. 


Massachusetts 


Va. 


Virginia 


Mich. 


Michigan 


Wash. 


Washington 


Minn. 


Minnesota 


W. Va. 


West Virginia 


Miss. 


Mississippi 


Wis. 


Wisconsin 


Mo. 


Missouri 


Wyo. 


Wyoming 


Utah, 


Idaho and Alaska are never 


to be abbreviated. 



DIVISION OF SYLLABLES 

General Rules 

92. Avoid all unnecessary divisions of words. Wherever consistent 
with good spacing run the whole word over. 

93. Do not divide on two letters in measures over 14j^ ems wide. 

94. Never let more than two consecutive lines terminate with a hyphen, 
if at all avoidable. 
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95. Do not divide proper nouns, especially names of persons, unless 
absolutely necessary. 

96. Avoid dividing a hyphenated word except on the hyphen. 

English 

(TealFs rules for division of syllables in English.) 

97. In dividing before one of the Anglo-Saxon suffixes, ed, ing, er, 
do not take over a consonant with the suffix, even when the preceding vowel 
is long, unless the final consonant is doubled. 

danc-ing scan-ning strand-ed 

cring-ing win-ning dwell-er 

98. Two consonants separately pronounced belong in different syllables, 
pic-ture chil-dren trick-le 

ear-nest hun-dred pam-phlet 

99. When a short vowel is followed by a single consonant or a digraph, 
as ph, the consonant is included in the syllable with it. But when the sound 
of the consonant would be misrepresented by inclusion in the earlier syllable, 
that letter properly goes into the next syllable. 

compar-ative sep-arate pre-judice 

mech-anism ne-cessary capa-city 

pat-ent lo-gic ma-gic 

100. Long vowels and unaccented short ones generally close a syllable 
without the following consonants. 

pa-triot me-dicinal pa-rent 

appa-rent pe-culiar mo-narchic 

igno-rant wo-man exami-nation 

101. A short vowel preceding sion, Hon, cial, sure, or any similar 
termination closes its syllable without a consonant. 

divi-sion li-quor reli-gion 

mea-sure opti-cian suffi-cient 

102. Words with Latin or Greek terminations (or, as if from a 
classical model,) should be divided according to sound, and not as if they had 
English suffixes. 

classi-cal disjunc-tive impor-tance 

practi-cal termi-nal inhabi-tant 

assis-tant comfor-table correspon-dence 

German 

(From Regeln fiir die deutsche Rechtschreibung. Hrsg. im Auftrage des Kgl. Preussischen 

Ministeriums der Unterrichts-Angelegenheiten. Berlin, 1903.) 

103. When words consisting of several syllables have to be divided the 
main rule is to divide according to slow pronunciation, for example : Wor-ter- 
ver-zeich-nis, Ge-schlech-ter, Freun-des-treue, t)ber-lie-fe-rung. 
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104. In simple (not compound) words, a single consonant is carried 
over to the next line, as tre-ten, na-hen. Ch, sch, ph, th indicate only one sound 
and are never separated, for example : Bii-cher, So-phie, ka-tholisch. X and z 
are treated like simple consonants, for example : He-xe, rei-zen. 

105. When there are several consonants the last one is carried over to 
the following line. Example: An-ker, Fin-ger, War-te, Rit-ter, Was-ser, 
Knos-pe, tap-fer, kaemp-fen, Ach-sel. Only st will always remain undivided. 
Example: lya-sten, Be-ste, Ko-sten, Klo-ster, mei-ste. 

106. In simple foreign words the phonetic combinations of b, p, d, t, g, 
k, with / and r are, as a rule, carried over to the next line. Example : Bi- 
bliothek, Pu-blikum, Me-trum. 

107. Compound words are separated according to their elements, and the 
elements are divided in the same way as the simple words. Example : Diens- 
tag, Bau-auf-se-her, and Emp-fangs-an-zei-ge. This rule is applied irre- 
spective of the pronunciation of the words. Example : war-um, her-ein, hin- 
aus, voU-en-den, be-ob-achten. 

108. Foreign compound words are treated in the same way as such Ger- 
man words. Example: Atmo-sphaere, Mikro-skop, Inter-esse. 

109. If the elements of the foreign words are unknown, follow the rule 
given above for simple words. 

French 

(From Whitney's French Grammar.) 

110. A single consonant between vowels always belongs to the following 
vowel. Thus, fi-ni, ai-me-rai, de-cou-ra-ger, ge-ne-reu-se-ment, i-ni-mi-ta- 
bi-li-te. 

111. Also two consonants, if they are such as may begin a French word, 
belong to the following vowel. Thus, a-pres, re-gler, a-bri, e-clos, a-droit, tre- 
f le, ou-tre, ou-vris. Such groups have / or r as their final member ; they are, 
br, bl, cr, cl, dr, fr, fl gr, pr, pi, tr, vr. 

112. A consonant digraph, or group of two consonants representing 
a single sound, is treated as if one consonant only; such are ch, ph, th, gn. 
Thus, a-che-ter, pro-phe-ti-e, pa-the-ti-que, a-gneau. 

113. Other groups of two consonants are divided, the former con- 
sonant going to the preceding vowel, the latter to the following vowel : Thus, 
al-ler, frap-per, in-su, es-pe-rance, and ad-mi-ra-ble. 

114. Groups of three or more consonants follow the same principles of 
division. Thus, com-bler, per-dre, in-stant. 

115. A few exceptional cases occur: x belongs to the preceding vowel, 
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as ex-ample; n and h (in words of compound origin) are divided, though the 
h is silent, as bon-heur, also divide in-strui-re, at-mo-sphe-re, etc. 



Italian 

(From F. P. Schulze's "Hjaelpebog for Vaerks- og Avis-Sattere." Kristiania, 1903.) 

116. In Italian, consonants can be separated with the exception of 
ch, gh, and gL Division can be made after any vowel followed by a consonant. 
Two vowels are not to be divided, in spite of the fact that they belong to sepa- 
rate syllables and are pronounced separately. Buonarotti, for example, is not 
divided Bu-onarotti, but Buo-narotti; it is not Castigli-one, but Casti-glione. 
St is separated, as, for example, res-ta, cas-tigli. 



Spanish 

(From* "Manual of Style" of U. S. Government Printing Office.) 

117. It is intended that all syllables, if possible, should end with a vowel ; 
therefore, a single consonant, ch, II, rr, and n, occurring between vowels, is 
joined to the vowel following: as, mo-ti-vo, re-ba-iio, mu-cha-cho, ba-ta-lla, 
ba-rre-iio, ci-ga-rro. 

118. The letters / and r when preceded by any consonant except ^ must 
not be separated from the consonant, except when uniting parts of compound 
words ; as, ha-blar, pu-drir. But sub-lu-nar, sub-ra-yar. 

« 

119. Two or more consonants may be divided, but if s appears between 
two consonants, place the hyphen after it ; as, ab-sol-ver. But abs-te-ner. 

120. Do not separate diphthongs nor triphthongs : Apre-cia-cion, es-tu- 
dian-te, gra-cio-so, pre-ciais, etc. 

121. Do not divide on one letter; and two-letter divisions should be 
avoided, if possible. 

Latin 

(From Allen & Greenough's Latin Grammar, 1894.) 

122. Every word has as many syllables, as it has vowels or diphthongs. 
A single consonant between two vowels is to be written and pronounced with 
the second. This rule applies also to v and consonant i, 

123. This rule is sometimes extended to double consonants or any com- 
bination of consonants that can be used to begin a word, as, ho-spes, ma-gnus, 
di-xit. 

124. In compounds the parts should be separated, as, ab-est, ob-latus. 
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ACCENTS IN MODERN LANGUAGES 

125. The accented letters shown in the lists below are those in common 
use in the languages enumerated. For a complete list of the accented letters 
and other characters, in all their various sizes and faces, which the printing 
office owns, see p. 54-64. 



Bohemian 

acaeeinorstuuyz 



Italian 

A £ 1 tl 

\ \ \ \ % 
a e 1 o u 



Danish and Norwegian 



Polish 

acgioszzn 



Dutch 

y 



Portuguese 

AAgfilNCOtJU 

aaqeinoouu 



French 

AAfifififillOtTCUg 
aaeeeeiiouuuq 

German 

A U 

•• ■• •• 

a o u 

Hungarian 

aaeiooouuu 





Spanish 




A fi I tJ u 5r 




f r ^ f f '* m, 

a e 1 o u u n 




Swedish 




A A 




a a o 




Icelandic 


A 


fi I tJ ^ ^ (E 



atSeioopuyaece 



Lithuanian 

AAACCfififiEllILOOOStJtJCtrutJii 

aaacceeeeiiifooosuuuuuuzz 



Slavic 

AACDfilLLfJOdSTtJ-S-f 

aacaeiirnoostuyz 
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TRANSLITERATIONS 

126. The following tables show the alphabets in Greek, Hebrew, Russian, 
and Servian, with English equivalents. 



Greek 



Character 


Name 


English 
Equivalent 


Character 


Name 


English 


CAPITALS 


LOWER CASE 


CAPITALS 


LOWER CASE 


Equivalent 


A 


a 


Alpha 


a 


N 


V 


Nu 


n 


B 


P 6 


Beta 


b 


s 


5 


Xi 


X 


r 


T 


Gamma 


g 








Omicron 





A 


$ 


Delta 


d 


n 


W 


Pi 


p 


E 


e 


Epsilon 


e 


p 


P 


Rho 


r 


Z 


t; 


Zeta 


z 


2 


<y ? 


Sigma 


s 


H 


fi 


Eta 


e 


T 


T 


Tau 


t 


e 


e 


Theta 


th 


r 


U 


Upsilon 


u 


I 


e 


Iota 


• 

1 


$ 


9 


Phi 


ph 


K 


X 


Kappa 


k 


X 


X 


Chi 


ch 


A 


X 


Lambda 


1 


Y 


♦ 


Psi 


ps 


M 

• 


1^ 


Mu 


m 


Q 


0) 


Omega 


6 



Hebrew 



Character 


Name 


English 
Equivalent 


Character 


Name 


English 
Equivalent 


K 


Alef 


None 


D 


Final Mem 


m 


n 


Bet 


b 


2 


Nun 


n 


:i 


Gimel 


g 


I 


Final Nun 


n 


T 


Dalet 


d 


D 


Samekh 


s 


n 


He 


h 


V 


Ayin 


None 


1 


Waw 


w 


B 


with a dot Pe 


P 


T 


Zayin. 


z 


1) 


without a dot Fe 


f 


n 


Chet 


ch in German 


P| 


Final Pe 


p and f 


ta 


Tet 


t 


^ 


Tsade 


z 


1 


Yod 


y 


Y 


Final Tsade 


z 


D 


Kaf 


k 


? 


Kof 


k 


T 


Final Kaf 


k 


n 


Resh 


r 


^ 


Lamed 


1 


tr 


Shin 


sh 


D 


Mem 


m 


n 


Taw 


t 
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Russian 



Character 


English 
Equivalent 


English Pronunciation 






CAPITALS 


LOWER CASE 






A 


a 


a 


a in far or father 


E 


6 


b 


b 


B 


B 


V 


V 


r 


r 


g 


g, h, or V (ero = yevo) 


A 


A 


d 


d 


E 


c 


e 


like Italian e ; at beginning, ye : Ena- 
xepHHa = Yekaterina, ccjih - yesli 


>K 


X 


zh 


like z in azure, or French j 


3 


3 


z 


z 


H 


H 


• 


i, as in pin ; in the beginning of a word 
sometimes as yi: HXT» = yikh 


I 


• 

1 


ditto 


i as in pin 


K 


K 


k 


k 


JI 


JI 


1 


1 


M 


M 


m 


m 


H 


H 


n 


n 


O 


O 


o 


o 


n 


n 


P 


P 


p 


P 


r 


r 


c 


c 


s 


s 


T 


T 


t 


t 


y 


y 


u 


Eng. GO ; French ou, or as in rule 


o 


* 


f 


f 


X 


X 


kh 


like German ch in ach 


^ 


^ 


tz 


tz 


^ 


H 


ch 


ch as in church 


TTT 


m 


sh 


sh, in shall 


ni; 


m 


shch 


sh in shall, plus ch in church 


'L 


!» 


mute 




U 


H 


y 


pronunciation difficult 


L 


b 


mute 




"B 


i 


ye 


ye 


3 


3 


e 


e 


K) 


K) 


yu 


as English you 


H 


H 


ya 


as German ja 


e 


e 


f 


f 


V 


V 


• 

1 


• 

1 


fi 


« 


• 

1 


i, very short ; 6oft, battle like y in boy 



^ By Herman Rosenthal, in charge of Slavonic division, New York Public Library. 
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Servian 



Character 


English 
Equivalent 


English Pronunciation 


CAPITALS 


LOWER CASE 


J 
^ 

Jb 

H> 


• 

J 

h 

Jb 

H» 


V 

dzh 
ch 

g 
n'y 


as in Judge 

between ch in church and ts 

as in Georgia 

Ij like Italian gl in figlio 

nj like French gn in magnifique 



The other letters are the same as in the Russian alphabet. 



127. 



Transliterations of a few important Russian names follow : 

Amfiteatrov, Aleksandr Valentinovich 

Andreyev, Leonid Nikolayevich 

Artzybashev, Mikhail Petrovich 

Biryukov, Pavel 

Chaikovski, Piotr Ilyich 

Chekov, Anton Pavlovich 

Chernyshevski, Nikolai Gavrilovich 

Chirikov, Yevgeni 

Dostoyevski, Fedor Mikhailovich 

Garshin, Vsevolod Mikhailovich 

Gogol, Nikolai Vasilyevich 

Gorki, Maksim, pseud, of Aleksyei Maksimovich Pyeshkov 

Korolenko, Vladimir Galaktionovich 

Kropotkin, Piotr Aleksyeyevich 

Kuprin, Aleksandr Ivanovich 

Lermontov, Mikhail Yuryevich 

Mamin-Sibiryak, Dimitri Nikolayevich 

Merezhkovski, Dmitri Sergeyevich 

Milyukov, Pavel Nikolayevich 

Nadson, Semion Yakovlevich 

Nekrasov, Nikolai Aleksyeyevich 

Pisemski, Aleksyei Feofilaktovich 

Potapenko, Ignati Nikolayevich 

Pushkin, Aleksander Sergeyevich 

Stepnyak, pseud, of Sergyei Mikhailovich Kravchinski 

Tolstoi, Lev Nikolayevich 

Turgenev, Ivan Sergeyevich 



* By Herman Rosenthal, in charge of Slavonic division, New York Public Library. 
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128. For convenient reference the names of the months are given below 
in six modem languages. 



NAMES OF THE MONTHS 



English 


Spanish 


Portuguese 


French 


German 


Itauan 


January 


enero 


Janeiro 


Janvier ' 


Januar 


gennaio 


February 


febrero 


fevereiro 


fevrier 


Februar 


febbraio 


March 


marzo 


marqo 


mars 


Marz 


marzo 


April 


abril 


abril 


avril 


April 


aprile 


May 


mayo 


maio 


mai 


Mai 


maggio 


June 


junio 


junho 


juin 


Juni 


gmgno 


July 


Julio 


julho 


juillet 


Juli 


luglio 


August 


agosto 


agosto 


aout 


August 


agosto 


September 


setiembre 


setembro 


septembre 


September 


settembre 


October 


octubre 


outubro 


octobre 


Oktober 


ottobre 


November 


noviembre 


novembro 


novembre 


November 


novembre 


December 


diciembre 


dezembro 


decembre 


Dezember 


dicembre 



Note that the names of the months are capitalized in English and German only. 

129. If the names of the months have to be abbreviated, these forms 
are preferred : Jan., Feb., Aug., Sept., Oct., Nov., Dec. March, April, May, 
June, and July should be given in full. 



MISCELLANEOUS 

Accents in foreign languages. 

130. Cataloguers should supply proper accents on copy if they are not 
given in the title. But in the case of seventeenth century or earlier books, when 
the title is copied exactly, do not supply them. Use umlaut, cedilla, etc., on 
capitals in foreign languages. Spell out when umlaut is used at beginning 
of title or name, or in any other way in which it might influence filing; except 
that in Hungarian and in the Scandinavian languages A, 0, 0, A, and other 
similar accents follow the original and are not spelled out. 

Asterisks. 

131. Use three asterisks for part of name omitted : Lord G * * *. 

Do not use asterisks for ellipsis in sentences, periods always serving in such cases. 
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Figures. 

132. In giving inclusive volumes or pages, for second one give entire 
number, not omitting the hundreds: p. 117-128. 

133. In dates give last two figures only unless the second belongs to a 
different century: 1889-95, 1907-09, 1776-1803. 

134. Write out numbers under one hundred; use figures for others, 
except at beginning of sentence. This rule does not apply, of course, to dates, 
page references, and similar uses of figures, or to figures that may appear on 
the title-page. 

135. Figures in curves follow the preceding figure as to size, face, and 
style (i.e., Roman or Arabic), unless they are preceded by punctuation, in 
which case they follow style of succeeding figures. Example : xii ( i ) , ( 1 ) 98 p. 

Misprints. 

136. Misprints and errors use [sic] after word in which error occurs. 

Paragraphs. 

137. In 8 point notes make a separate paragraph for each volume where 
titles or contents are given, but riin in purely bibliographical notes concerning 
several different volumes. Also make a separate paragraph of note beginning 
with In, Bound with, Binder's title reads, or any similar expression. 

Public documents. 

138. Changes in political form of government of a country are noted in 
author entry on public document cards as follows : 

Mexico (1823-63, republic). 

Mexico (1863-67, empire). 

Mexico 1867- , republic). 

Cuba (1898-1901, American occupation). 

Cuba (1902- , republic). 

Netherlands (1795-1805, Batavian republic). 

Netherlands (1806-14, kingdom of Holland). 

Netherlands (1814- , kingdom of Netherlands). 
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COMPOSITION AND PROOF READING 

INSTRUCTIONS TO PROOF READERS, REVISERS, AND COMPOSITORS 

139. When copy is ordered to be kept clean and returned intact, care 
should be taken to mark as Hghtly as possible, so that erasures may be easily 
made. 

140. If two or more sizes are used, mark each in every instance; indicate 
italic, small caps, and caps and small caps, bold face, specifying size of type and 
style of type. 

141. In text and tables all signs, s)rmbols, dashes, superiors, etc., should 
be plainly marked ; write names of Greek letters when used singly, as they are 
frequently mistaken for italic or signs. 

142. Mark size of text type and whether to be solid, leaded, or double 
leaded, etc.; verify folio numbers, and plainly indicate references, footnotes, 
cut-ins, etc. 

COMPOSITION 

143. Compositors and machine operators are expected to study carefully 
the rules governing composition as set forth in this "Style Manual." A failure to 
do this will show plainly in the proof. It must be remembered, however, that all 
work done in the office is not in accordance with the "Style Manual." Special 
instructions will invariably accompany copy of this kind, and an employe 
should ascertain when taking out copy whether it is to be set according to office 
style; if it is not, he should read instructions carefully and confer fully with 
the foreman or proof readers about doubtful questions. 

144. Every precaution must be taken to prevent the soiling of proof 
sheets, as it is necessary for the reviser to see clearly every mark on the margin 
of a proof after it has been corrected. 

145. Do not try to cover up or hide an accident. After a proof is read 
the first time, if a word or line is pied, or if a "drop out" occurs, or any acci- 
dent happens to the type, it is the duty of the workman to call attention to it 
in writing on the latest proof sheet. If a proof sheet be not available or imme- 
diately at hand, put the types involved feet uppermost when returning them 
to place. This direction is intended for all who handle type — apprentices, 
compositors, makers-up, imposers — and will be insisted upon. Accidents 
will happen, and correctness can be assured only by faithfully following the 
instructions here given. 

146. In correcting matter set by the linotype machine, care must be taken 
to insert corrected type slugs in their proper places and not to remove type slugs 
in which no errors occur. The matter should be revised by the corrector before 
turning in the galley. Marks indicating broken or blurred letters in lines not 
required to be reset should be "killed," or the matter otherwise shown to be 
"O. K." Matter should be "run down" to see that lines have not been either 
duplicated or eliminated. 
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Specific Rules for Linotype Faces 
antique and roman on catalogue cards 

Author entry. 

147. Author's full name is set in antique : 
Kipling, Rudyard. 

148. Joint authors are set in antique, with connecting words in roman 
(second name not to be inverted) : 

Besant, Walter, and James Rice. 

149. Titles of honor, etc., are set in roman, the given and family names 
in antique : 

M'Lean, Rev. Allen. 

Avebury (1. baron), John Lubbock. 

Saint-Laurent, pseud, of Saint-Laurent Nombret, and others. 

Ridgaway, Henry B[ascom], D.D., 1830-95. 

150. Government publications have name of place only, in antique: 

United States. Commerce and Labor Department. 

London (city), England. 

London (county), England. 

New York City. Health Board. 

United States. Statistics Bureau (State Department). 

Madras (presidency), India. Record Office. 

Great Britain. Education Board. Welsh Department. 

151. A society, company, congress, etc., has full name set in antique: 
Society for Prevention of Cruelty to Children. 

New York Public Library, Astor Lenox and Tilden Foundations. 

Atlas Portland Cement Co. 

Walker, Hiram, & Sons, Limited. 

International Prison Congress, I. London, 1872. 

152. Bible entries are treated as author entries, the word Bible only to 
be set in antique : 

Bible. — New Testament : Matthew. German. 

Periodical entry. 

153. In a periodical entry the first word only is set in antique : 

Harper's weekly. 

Title entry. 

154. In a title entry the first word only is set in antique: 

Impartial narrative of the war. 



• 
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155. If title begins with an article, let the article follow the first word, 
between commas : 

Reduction, The, in rates. 

ITALICS 

156. Italic 11 point is not used on card work except in mathematical 
equations. 

157. Italic 8 point is used in Bulletin work as column heading when 
a section or division of a list is carried over from one page to another, set up 
at head of first column of new page ; the section or division heading in italic 
is followed by "continued'' : General Works, continued; Periodicals, continued. 

158. Italic 6 point is used in Bulletin notes to indicate a cross reference. 

SIZE OF TYPE 

159. 11 point, or small pica, without leads, for author entry, class marks, 
title, etc., on cards; 11 point, on 12 point slug, for letter-press and reading 
matter in Bulletin. 

160. 8 point, or brevier, for notes on cards; for author entry, title, etc., 
in catalogue lists in Bulletin. 

161. 6 point, or nonpareil, for notes to catalogue entries in Bulletin 
lists ; date line on cards. 

FOOTNOTES 

162. Put in nonpareil for all matter set in type larger than nonpareil, 
unless otherwise specified. 

163. Reference figures in text should follow punctuation points, and 
have hair space unless preceded by period or comma: ,^ .") ^ 

Order 

164. Following is order of catalogue entry on cards: 

Author. Class mark 

Title. Place : Publisher, date. Collation. Edition. Size. 

(Series note.) 
Bulletin catalogue matter follows same order, except that class mark is placed after 
series note, flush with right hand margin. 

Spacing 

General rules. 

165. Space evenly. 

166. Do not follow an exceptionally thin-spaced line by an exceptionally 
wide-spaced one, if at all avoidable. 

167. Never hair-space, or em-quad, a line to avoid runover. 
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168. Do not space out last line of paragraph allowing an em or more 
space at end except after exceptionally wide-spaced line. 

169. Short words like a, an, in, should have same space on either side. 

170. Use thin-space after § and similar signs. 

171. No space should be used between parentheses and words inclosed, 
except in cases of overlapping letters. 

172. In American and English sums of money no space is used after 
$ and £, nor before s. (shilling) and d. (pence). 

173. Put hair-space before apostrophe in italicized words. 

174. Use thin-space before and after an em- or en- dash between words. 

Exceptions : Dates where the dash is used in place of figures, and subject headings set 
in 8 point. 

Catalogue cards. 

175. Author entry (antique) upper and lower case, flush with left 
hand margin of card, no indention. Class mark, when set, stands flush at 
right hand end of first line of author entry, preceded by at least Ij/^ ems. 
If author entry overruns, indent second and succeeding lines 4 ems, and bring 
them out flush at right hand margin. 

176. First line of title following author entry indented 2 ems ; second and 
following lines set flush with left hand margin. 

177. Use one em between sentences in a long title, and not less than 
ly2 nor more than 2 em space between groups after title. But do not follow 
this rule blindly; for instance, spacing may be reduced when a short title 
brings the whole entry on a single line. 

178. Notes (in 8 point) begin 2j^ ems indention, followed by 
second and following lines flush with left hand margin. 

179. Subject headings (8 point) and date line (6 point) at bottom of 
card and both start flush. 

Bulletin. 

180. The regular paragraph indention in all reading matter is 2 ems. 

181. Author entry in catalogue matter is indented one em (first word 
only, unless a compound name, in antique). Title and succeeding groups 
are run in without paragraph, and are separated by one em space. 

182. Notes in Bulletin catalogue matter are indented to line with 
8 point matter. 
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Specimen Cards 



Capart, JeaiL 

L'art et la parure feminine dans Tancienne Egypte. Bru- 
xelles : Vromant & Co., 1907. 20 p., 7 pL 4°. 

Repr. : Annales de la Societe d'archeologie de Bmxelles. Tome 21, 1907. 
Bound with his : Les debuts de Tart en Egypte. Bmxelles, 1904. 4". 



1. Ornaments (Personal), Egypt 
N.y. P.L. 



O 



(Ancient), 



January 26. 1912. 



Brock, Wilhelm. 

Untersuchungen iiber die Funktion des Bogengangapparates 
bei Normalen und Taubstummen. Eriangen : Junge & Sohn, 
1907. 2 p.l., p. 223-262, 1 1., p. 57-84, 1 1. 8°. 

Dissertation, Eriangen. Repr. : Archiv fiir Ohrenheilkunde. Bd. 70-71. 



1. Ear. — Physiology. 
N. Y. P. L. 



O 



January 30, 1912. 
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Eastman, F[rancis] S[mith]. 

A history of the state of New York, from the first discovery 
of the country to the present time. New York: E. Bliss, 1828. 
viii, 279(1) p. 12°. 



1. New York State. — History. 
N. Y. P. L. 



O 



January 30. 1912. 



Thomson, 0[smund] R[hodes] Howard, and W. H. Rauch. 

History of the "Bucktails ;" Kane Rifle Regiment of the Penn- 
sylvania Reserve Corps (13th Pennsylvania Reserves, 42nd of the 
line) . . . With a dedicatory note by E. A. Irvin. Philadelphia : 
Electric Printing Company, 1906. x p., 1 1., 466 p., 1 1., 6 pL, 

10 port. 8°. 



1. U. S. — History : Civil war : Mili- 

troops : Penn. : 13th Penn. Reserves. 
N. Y. P. L. 



O 



tary : Regimental histories and state 
2. Rauch, William H., jt. au. 

January 29, 1912. 
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Lenau, [Nicolaus,] pseud, of N. F. Niembsch von Strehlenau. 

Nebel (The mist). Poem by Lenau. English version by S. 
Gers[C]hanek. Music by R. Ulanowsky. For soprano or tenor. 
[Song with piano accompaniment. German and English text. 
New York rj R. Ulanowsky [191 1]. 5 p. f ^. 



o 



1. Songs (German). 2. Ulanow- ( J sky, Rudolf, composer. 3. Gerscha- 
nek, Sinai, translator. 4. Title. 

N. y. P. L. January 29. 1912. 



Christiansen, Simon, vs. L. B. Mendham. 

Simon Christiansen, plaintiff-respondent, against L. B. Mend- 
ham, impleaded with another, defendant-appellant. Record on 
appeal... F. Bien, attorney for defendant-appellant, Harris & 
Goldfarb, attorneys for plaintiff-respondent. New York : Even- 
ing Post Job Printing House, 1899. 40 p. 4' 



o 



At head of title : New York Supreme Court. Appellate Division. First De- 
partment. 



O 



1. Replevin. — ^Jurisprudence, U. S. : f 1 N. Y. 2. Mendham, Louis B. 

3. Bien, Franklin. 4. Harris & v-^ Goldfarb. 

N. Y. P. L. January 29, 1912. 
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Schiller, Johann Christoph Friedrich von]. — Letters. 

Briefwechsel zwischen Schiller und W. v. Humboldt. Stutt- 
gart : J. G. Cotta, 1876. iv, 339 p. 2. ed. 8°. 



1. No subject. 
N. y. p. L. 



O 



January 29, 1912. 



Bible. — New Testament : Gospels. Eskimo. 

The gospels according to St. Matthew, St. Mark, and St. John, 
translated into the language of the Esquimaux Indians, on 
the coast of Labrador. . .[by C. F. Burghardt] London :W. 
M'Dowall, 1813. 1 p.L, 416 p. 12°. (The British and For- 
eign Bible Society.) 



The work does not contain the gospel of John. 



1. Eskimo language. 2. Burghardt, 
N. Y. P. L. 



O 



Rev. C. F., translator. 



January 29, 1912. 
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State Street Company, Boston, Mass. 

Boston's growth; a bird's-eye view of Boston's increase 
in territory and population from its beginning to the present. 
Boston : Walton Advertising and Printing Company [Cop. 1910]. 
45(1) p. illus. 8°. 



1. Boston, Mass. — History. 
N. y. p. L. 



O 



January 29, 1912. 



Geology and paleontology. By B. K. Emerson, C. Palache, and 
others. Washington : Smithsonian Institution, 1910. 3 p.l., 
v-x, 173 p., 1 map, 33 pi. 4°. (Harriman Alaska series, v. 4.) 



1. Geology, Alaska. 2. Paleontol- 

Kendall. 4. Palache, Charles. 
N. Y. P. L. 



O 



ogy, Alaska. 3. Emerson, Benjamin 
5. Smithsonian Institution. 

January 29, 1912. 
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Widener, Harry Elkins. 

A catalogue of some of the more important books, manu- 
scripts and drawings in the library of H. E. Widener. Phila- 
delphia : privately printed [by E. Stern & Co., Inc.], 1910. 
233 p., 14 pi. f°. 



no. 27 of ISO copies printed on Whatman's hand-made paper. 



4 p.l., 



1. Bibliography. — Catalogues of 

2. Manuscripts. — Collections (Pri- 

Collections (Private) Widener. 
N. Y. P. L. 



O 



libraries (Private) Widener. 
vate) Widener. 3. Drawings. — 

January 30, 1912. 



Turck, Leopold. 

Medecine populaire ; ou, Premiers soins a donner aux malades 
et aux blesses en I'absence de medecin. Paris : Dubuisson et Ce. 
[I860?] iv, (1)6-191(1) p. 2. ed. 16°. (Bibliotheque utile. 
13.) 



3. ed. 16^ 



(Bibliotheque utile. 13.) 



1. Medicine (Popular). 
N. Y. P. L. 



O 



MILITARY SERVICE INST. 

January 31. 1912. 
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National Congress on Uniform Divorce ff SNV p.v.Zl, no.2 

Laws. 

Report from the Pennsylvania Commission on Divorce to the 
governor ... of Pennsylvania together with... a proposed new 
code relating to annulment of marriage and divorce . . . accompa- 
nied by the address, resolutions and draft of a uniform law. . . 
as . . . adopted by the divorce congress . . . Nov. 13-14, 1906. [Har- 
risburg, 1906.] viii, 117p. 4°. 



o 



1. Divorce. — ^Jurisprudence : Con- V-^ gresses. 

N. Y. P. L. January 30. 1912. 



Great Britain. Foreign Office. 

Turkey. 1878, no. 37. Map showing the territory restored 
to Turkey by the Congress of Berlin. London : Harrison and 
Sons [1878]. 2 1., 1 map. f °. 

In : Great Britain. Parliament. Sessional papers. 1878, v. 83. 



1. Eastern question. — Treaty of Berlin. 2. Turkey. — Boundaries, 1878. 3. Russia. — 
Boundaries, 1878. 4. Rumania. — Boundaries, 1878. 5. Bulgaria. — 

Boundaries, 1878. 6. Eastern •"'^V Rumelia. — Boundaries, 1878. 

7. Servia. — Boundaries, 1878. (J 8. Montenegro. — Boundaries, 

1878. 9. Boundary disputes, 1878. \^ 

N. Y. P. L. January 30, 1912. 
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New York State. Saratoga Springs State Reservation Commis- 
sion. 
Preliminary report of the commissioners. Albany : J. B. 
Lyon Co., 1910. 50 p. 8°. 



New York State. 133. sess., 1910. Senate doc. 13, v. 1. 



O 



1. Saratoga Springs. 

N. Y. P. L. January 30, 1912. 



Rane, F. William. 

Experiments with roots and forage crops. Durham [1898]. 
1 p.l., 127-153 p. illus. 8°. (New Hampshire. Agricultural 
Experiment Station. Bulletin 57.) 



o 



1. Fodder. 

N. Y. P. L. January 30. 1912. 
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International Conference for the Suppression of the Slave Trade. 
Brussels, 1889-90. 
Translations of protocols and general act of the slave trade 
conference held at Brussels, 1889-90; with annexed declaration. 
London : Harrison and Sons [1890]. 1 p.l., 191 p. f ®. (Great 
Britain. Foreign Office. Africa. 1890, no. 8A.) 

In : Great Britain. Parliament. Sessional papers. 1890, v. 50. 



O 



1. Slave trade. — Congresses : 1889-90. 1)2. Great Britain. Foreign Office. 
Africa. 1890, no. 8A. _ 

N. Y. P. L. January 30, 1912. 



Kemmerer, Edwin Walter. 

Seasonal variations in the relative demand for money and 
capital in the United States. A statistical study. Washington : 
Gov. Prtg. Off., 1910. 517 p. pap. 4°. (United States. 
National Monetary Commission.) 

A second copy. (U.S. 61. cong., 2. sess. Senate 



doc. 588.) 



o 



1. Finance, U. S. 

N. Y. P. L. January 30, 1912. 
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Victoria, queen [of Great Britain]. B 

The letters of Queen Victoria ; a selection from Her Majesty's 
correspondence between the years 1837 and 1861; published by 
authority of His Majesty the King, edited by Arthur Christopher 
Benson and Viscount Esher. London : John Murray, 1907. 3 v. 
pL, port. 8°. 

V. L 1837-1843. 
V.2. 1844-1853. 
V.3. 1854-1861. 



1. Victoria, queen of Great Britain. 
3. Great Britain.— History, 19th 
ment and politics. 5. Benson, Ar- 
2. viscount), Reginald Baliol Brett, 
Y. P. L. 



^- 



O 



CENTRAL CIRCULATION. 

2. Europe. — Grovernment and politics. 

century. 4. Great Britain.— Govern- 

thur Christopher, editor. 6. Esher 

editor. 

January 30, 1912. 



689 

Art, The, of decorating show windows and interiors; a complete 
manual of window trimming, designed as an educator in all the 
details of the art, according to the best accepted methods, and 
treating fully every important subject. Chicago : The Merchants 
Record Co. [Cop. 1906-09] 403 p., 3 1. illus. 4. ed. 4°. 



1. Window dressing. 
N. Y. P. L. 



O 



CENTRAL CIRCULATION. 

January 30, 1912. 
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Johnston, Charles H[aven] L[add]. C920 

Famous scouts, including trappers, pioneers, and soldiers of 
the frontier, their hazardous and exciting adventures in the mighty 
drama of the white conquest of the American continent. Boston : 
L. C. Page & Co., 1910. ix(ii), 340 p., 5 pi., 9 port. 8°. 

General Israel Putnam ; pioneer, soldier, and heroic adventurer. Daniel Boone ; 
the first pioneer of Kentucky and courageous explorer. Simon Kenton; the 
pluckiest woodsman upon the Ohio frontier. Captain Samuel Brady; the great- 
est long distance jumper of American history. The two athletic Poes, and 
Major Sam McCulIoch, the desperate rider of West Virginia. Lewis and 
Clark; the first bold explorers to reach the Pacific by the northern route. Colonel 

(Continued) 



N. Y. p. L. 



o 



CENTRAL CIRCULATION. 

January 26. 1912. 



Johnston, Charles H. L.: Famous scouts. . . (Continued) 

Davy Crockett; bear hunter, congressman, and defender of Texan liberty. Gen- 
eral Sam Houston; the savior of Texas. Kit Carson; the Nestor of the Rocky 
mountains. General William S. Harney; the Everglade fighter and marvellous 
runner. Wild Bill Hickok; trapper, scout, and fearless gun fighter. Captain D. L. 
Payne; the Cimarron scout. White Beaver, Dr. D. F. Powell, chief medicine man 
of the Winnebago Sioux. The Hon. William F. Cody, Buffalo Bill, last and most 
noted of the great scouts of the frontier. Conclusion. 



1. Frontier life. 2. Indians of 
ture. 5. Title. 6. Fifteen subj. 
N. Y. P. L. 



O 



CENTRAL CIRCULATION. 
America. 3. Heroes. 4. Adven- 
anal. 

January 30, 1912. 
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(The card below shows a printed subject heading used for circulation department cards; the slug is 
set in the printing office^ the heading is printed in the circulation cataloguing room.) 



Concrete. 

Lewis, Myron H[enry], and A. H. Chandler. 693.5 

Popular hand book for cement and concrete users ; a compre- 
hensive and popular treatise on the principles involved and methods 
employed in the design and construction of modern concrete work; 
a standard reference book... New York: The Norman W. 
Henley Pub. Co., 1911. ix, 430 p. illus., tables. 8°. 



1. Concrete. 2. Chandler, Albert 
N. Y. P. L. 



O 



CENTRAL CIRCULATION. 
H., jt. au. 

January 30, 1912. 



KaryeyeVy N[ikolai Ivanovich]. 

FjiaBHHH o6o6meHia sceMipiioft Hcxopin. y^efiHoe noco6ie ^Jisi 
cpe^HHefi niKOJiH h ^jih caMoo6pa30BaHia. St. Petersburg: M. M. 
Stasyulevich, 1905. xi, 196 p., 3 maps. 2. ed. 8°. 



L History. — Philosophy of. 
N. Y. P. L. 



O 



January 29, 1912. 
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Spencer, Herbert. 

...rmMn...nBDin3...Diain .*:Biam ^noion ,'''?dvt\ niinn 

Warsaw: "Achiasaf," 1894-96. 208 p. 8°. 



O 



njiDJjjBD Divaiyn .'•jcuni noion ,i^Dcn ^1J^^ 

n*nn* nKD...nDipm...nnMn ...neDina .n-i^ajK netpo cmn 

" - ,»j-y/j^j^ .KPnKll .B'D''nKmKT 2'''? 



o 
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Koraes, Adamantios. 

SuXXoYt) Tciv elq rtjv 'EXXtjvtxtjv Bt^XioOiQXiQV, xal toe wapepYa wpoXeYO- 
ixevov xae tcvcdv auYTP^l^l^*'^*^^ '^^'^ 'A. Kopa^ . . . TojjLog wpSTO?. ^Edited 
by Ph. PhurnaraceS] 'Ev napea(oeg:.ex T^g TuwoYpa^ta? K. 'EPepapTOu, 
1833. 2p.I.,XP',577p., II. 8^ 



1. Greek literature : Neo Greek.- 

editor. 
N. Y. P. L. 



O 



Essays, etc. 2. Phurnaraces, Ph., 

January 30, 1912. 



'E X e u 8 e p ( a , *H , Tou epL^opeou. ^E^ri\Ltpiq xotTa (i.'^va exdi^opLevt]. Ilapa 
Tou SupL^ouXeou T^g ^Exaepeag t(ov eXeu6epe(ov tou epL^opeou. SuaToEaa tvjv 1 
Maptiou 1865. ^uXXa^a 2-7, 12 (Apr. 1865-Jan. 1866). ['Ev *Ep|i.ou- 
ic6Xet3 1865-66. 8^ 



L Periodicals (Greek). 
N. Y. P. L. 



O 



January 30. 1912. 



44 



THE NEW YORK PUBLIC LIBRARY 



Specimen Linotype Heads 

(In marking copy for display call for headings by number as indicated along left hand margin.) 



no. 



(< 



(( 



it 



a 



it 



a 



it 



a 



a 



it 



1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 



9. 
" 10. 
'' 11. 
" 12. 
" 13. 

14. 
'' 15. 

16. 
" 17. 
" 18. 



(11-point antique caps) 

(8-point antique caps) 

(11-point roman caps) 

(8-point roman caps) 

(11-pt. roman caps and small caps) 
(8-pt. roman caps and small caps) . . 

( 1 1-pt. roman small caps) 

(6-pt. roman caps) • 

(6-pt. roman caps and small caps) . . 

(6-pt. roman small caps) 

( 1 1-pt. antique caps and lower case) 
(8-pt. antique caps and lower case) . 
(11-pt. roman caps and lower case) 
(8-pt. roman caps and lower case) 
(6-pt. roman caps and lower case) 
( 1 1-pt. italic caps and lower case) 
(8-pt. italic caps and lower case) 
(6-pt. italic caps and lower case) 



THE ISLE OF MAN 

FORMS OF PUNISHMENT 

MISCELLANEOUS 

STYLE MANUAL 

Board of Trustees 



General Works 



THE CHILDREN S ROOM 



BRITISH WEST INDIES 



Philippine Islands 



NEWGATE PRISON 



English Literature 

Reference Department, 1911 
Work with Children 



The Four Masters 



General Assembly, 1910 

The Library School 

Special Crimes, cont'd 



Report of the Treasurer 



Samples of Bulletin Catalogue Matter 



American Prison Association. Annual 
address of ithei president. 1897. n. p., 
1897. 8°. SLAp.v.l 

Proceedings of the annual congress, 



1870, 1873-74, 1876, 1884-1909. Pittsburgh, 
Albany, 1871-(1909i. 8^ SLA 



1870. Cincinnati, O. 

1873. Baltimore, Md. 

1874. St. Louis, Mo. 
1876. New York. 



1887. Toroiito. 

1888. Boston. 

1889. Nashville, Tenn. 

1890. Cincinnati. O. 



Berlin. — Universitat. — Kriminalistisches 
Seminar. Abhandlungen. Bd. 2, Heft 1-2; 
Bd. 3, Heft 1-3; N. F., Bd. 1, Heft 2-5; Bd. 
2-5, Heft 3; Bd. 6, Heft 2-3. Berlin. 1890- 
1909. 8°. SLE 

Bulletin de TUnion internationale de 
droit penal. See Internationale Krimina- 
listische Vereinigung. Mitteilungen. 



Trinidad and Tobago. — Inspector of 
Prisons. Report of the inspector and 
superintendent of prisons, 1898, 1903/4- 
1909/10. Port of Spain, 1899-1910. f^ 

Archives de Tanthropologie criminelle et 
des sciences penales. v. 1-date. Table 
general, v. 1-16. Paris, 1886-date. 8**. 

SLA 

V. 8-22 title reads: Archives de I'anthropologie 
criminelle de criminologie et de psycholoffie normale 
et patholoffique. v. 23-date title reads: Archives de 
I'anthropologie criminelle, de m^decine legale et de 
psychologic normale et pathologique. 

Holyoke, Mass. — Police Department. 
Annual report of the Police Department, 
1873/4-1883/4, 1885/6-1890/1, 1892/3-1906- 
/7, 1908/9. (In: Holyoke. Municipal 
register, 1875-1884/5, 1886-91, 1893-1907. 
1909.) * SYA 
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Bulletin Catalogue Matter, cont'd, 

Bahama Islands. — Governor. Annual re- 
ports, 1895-1901/2, 1903/4-1908/9. London, 
1896-1909. 8^ (Gt. Br. Colonial Office. 
Colonial reports.) * SF 

1895. 10 p. annual series, no. 177. 
1897. 15(1) p. annual series, no. 238. 
1901/2. 41(1 J P> annual series, no. 365. 

GroUer von Mildensee, J. Die Gefang- 
nisse sonst und jetzt. Versuch einer ge- 
schichtlichen Darstellung der Gefangniss- 
reformen. Prag: G. Haase Sohne, 1846. 
iv, 108 p., 4 pi. 8^ SLA 

Howard Association, London. Publica- 
tions. London, 1872. 8^ SLA 

Demoralizing literature. License beyond liberty. 
Diminution of pauperism. 1878. 
Diminution of pauperism. 1888. 
Does the capital penalty prevent or produce mur- 
der? 1876. 

[Publications.! no. 2, 4, 6-9, 11-12. 

Boston, 1897-99. 24'' and 16^ SLA 

no. 7. Crime and criminals, n. d. 

no. 8. Crime and criminals. 1898. 

no. 9. Crime and criminals. 1898. 

no. 11. State control of penal institutions, n. d. 

no. 12. Crime and criminals, n. d. 

National Conference of Charities and 
Correction. Proceedings, no. [l]-37 (1874- 
1910). Boston, 1875-1910. S\ SHH 

Early meetings held in connection with the Amer- 
ican Social Science Association: 

1 Conference, New York, 1874. 

2 Conference, Detroit, 1875. 
10 Conference, Louisville, 1883. 

See also Periodicals, 

Garraud, R., and P. Bernard. Des at- 
tentats a la pudeur et des viols sur les en- 
fants. (Archives de Tanthropologie crimi- 
nelle. Paris, 1886. 8°. v. 1, p. 396-435.) 

SLA 

Votes of the Honourable House 



of Assembly of the Bahama Islands, 1898- 
1910. Nassau, N. P., 1898-1910. 8°. * SF 

General Assembly, 1904-1910 

1. session. 1904, Feb. 29-June 9. 339, 95, xv p., 1 1., 

3 foldg. tables. 

2. session. 1905, Jan. U-April 18. 233, 116, xp., 

1 1., 1 foldg. table. 
Special sess. 1908, Nov. 3-Dec. 17. 44, iii p. 

New York City. — Mayor. Address of 
the mayor to the police... May 26, 1855. 
New York: Phelps & Poer, prtrs., 1855. 
6 p. 8^ SLX p.v.7, no.l9 

[Charges and specifications for 

neglect of duty against S. B. French, J. 
W. Mason and S. P. Nichols, police com- 
missioners of the city. . . April, 1881.) (New 
York, 1881.1 7 p. f^ ft SLE p.y.7, no.28 

[New York, 1881.) 15 p. 8^ 

International Prison Congress, V. — Pa- 
ris, 1895. Congres Penitentiaire Interna- 
tional, V. . . Monographies de divers 
etablissements. France. Melun: Imp. Ad- 
ministrative, 1895. V. p. 8**. (France. 
Ministere de I'lnterieur.) SLA 

Harvey, Thomas, joint author. See 
Sturge, Joseph, and Thomas Harvey. 

Zaragoza, Justo, editor. See Alcedo y 
Herrera, Dionysio. 



Austria. — Statistische Central Commis- 
sion. Statistische Uebersicht der Ver- 
haltnisse der oesterreichischen Strafan- 
stalten und der Gerichts-Gefangnisse. No. 
15-25, 29-38 (1882-92, 1896-1907). Wien. 
1884-1909. f^ (Oesterrcichische Stati- 
stik.) tt SDG 

15 (1882) inBd. 6, Heft 4. 
30 (1897) in Bd. 58. Heft 4. 

33 (1900/01) in Bd. 71. Heft 4. 

34 (1902/03) in Bd. 74, Heft 4. 

no. 1-14, 1868-1881, were sei^rately published by 
the Justizministerium. The Library has none of 
these. 

Hessen. — Centralstelle fiir die Landes- 
statistik. Statistik der Straf- und Gefan- 
genanstalten im Grossherzogthum Hessen, 
1889/90-1905/6. Darmstadt, 1891-1907. 4^ 
(Beitrage zur Statistik des Grossherzog- 
thums Hessen.) SDG 

1896/7 in Bd. 43, Heft 1. 
1897/8 in Bd. 43, Heft 3, p. 15-48. 
1898/9inBd. 45, Heftl. 
1899/1900 in Bd. 46. Heft 1. 
1900/1 in Bd. SO. Heft 2. 



Great Britain. 



Serials 



Copies of all reports and of the schedules 
(B.) transmitted to the secretary of state 
from the several counties, cities and towns 
in England and Wales, under the pro- 
visions of the act of 4 Geo. IV., c. 64, com- 
monly called the Gaol Act. [Session 1824- 
28.] [London, 1824-28.] f*. (Gt. Br. 
Park. Papers. 1824-28.) * SDD 

Detailed reports from the local jails. Title varies 
somewhat. 

Continued as: 

Reports of the inspectors appointed un- 
der the provisions of the Act 5 & 6 Will. 
IV., c. 38, to visit the different prisons of 
Great Britain, no. [l]-42. London [1836i. 
1876. f° and 8°. (Gt. Br. Parlt. Papers. 
1836-78.) * SDD 

The island of Great Britain was divided into dis- 
tricts, each of which was assigned to one or more 
inspectors. There was a separate report for each 
district, each of which^ beginning with the third re- 
port, had its separate title-page and pagination. One 
enumeration was maintained throughout, although 
the districts were several times changed, as follows: 
lst-12th report, 1836-1847 
i. Home district, 
ii. Northern and eastern district, 
iii. Southern and western district. 
iy. Scotland, Northumberland and Durham. 

Non-serials 

Anno regni Georgii III. regis., .trice si- 
mo primo. At the Parliament begun. . .the 
twenty fifth day of November. : .1790. . . 
Being the first session of the seventeenth 
Parliament. . . [An act for the better regu- 
lating of gaols, and other places of con- 
finement.] London: printed by C. Eyre & 
A. Strahan, 1791. 1 p.l., 1439-1455 p. f°. 

tt SLE p.v.5, no.5 

Remonstrance of inspectors... 



against a bill to release, &c., Chauncey 
Smith, late agent of Sing Sing prison. 
March 25, 1851. [Albany, 1851.] 8 p. 8^ 
(Sen. doc. no. 57.) SLT p.v^ 
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PROOF READING 

General 

183. Proofs that are not clearly printed or which are in any manner 
defective must be refused. 

184. When a proof is taken out, the proof readers should inform 
themselves fully as to the character of the work, whether there are any special 
instructions or peculiarities concerning it, and get such other information as 
they may think will assist themselves; before beginning to read they must 
be sure that copy folio agrees with proof and that the entire proof is legible. 
It is well to do preparatory work and take a general survey of a proof before 
beginning to read it. 

185. Folios of copy should be "run" by copyholder on first reading of 
proofs. This applies to all work, but it is especially important on indexes, 
where a large number of folios or cards may be involved. 

186. The style in which correction marks are made on a proof is an 
element of considerable importance. Straggling, uns)mimetrical characters, 
disconnected marks placed in the margins above or below the lines to which 
they relate, irregular lines leading from an incorrect letter or word to a correc- 
tion, large marks, marks made with a blunt pencil, indistinct marks, a frequent 
use of the eraser to obliterate marks hastily or incorrectly made, are all faults 
to be avoided. 

187. The time to be spent in reading a proof should be governed in a 
great measure by its importance, but speed should never be greater than is 
consistent with practical correctness. 

188. Proof readers should immediately notify the foreman of com- 
posing room of the discovery of any wrong-font matrices appearing in 
proofs. 

189. When an entire "take" or proof seems to have been set uniformly, 
a proof reader should never make important changes in indentions or tables 
or make corrections which will cause a great deal of work without consulting 
the foreman or the superintendent. 

190. When the proof readers detect inconsistent or erroneous state- 
ments, obviously made by the writer through lapse of the memory or slip of 
the pen, it is their duty to correct. They do so at their peril, however. They 
must know, not suspect that they are errors, and be prepared, if called upon, 
to vindicate the soundness of their correction by recognized authority. If 
they do not know, they should query and inform themselves. 

191. Proof readers will carefully note the instructions to compositors 
as to spacing, division of words, etc., and never hesitate to mark when work 
is imperfect. 
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192. Compositors are enjoined to keep in full s)mipathy with the proof 
readers. The marks of the proof readers must be given consideration by all. 
They have probably handled the entire work, and are in a position to know 
more about its peculiarities than the compositor who sets but a small portion. 

Proof Reaper's Marks 

193. Proofs read by cataloguers or proof readers should be marked 
to conform with the following style : 



Q Period. 
,/ Comma. 
=/ Hyphen. 
• / Colon. 
\/ Semicolon. 
W Apostrophe. 
V V Quotations. 
O Em quadrat. 
/-/ En dash. 
/ — I One-em dash. 
/ — I Two-em dash, 
v^ Push down space. 
O Close up. 
0^ Dele — take out. 
(E) Broken letter, 
^ Paragraph. 
^ncjl No paragraph. 

A Caret — ^left out, insert. 
/ Turn to proper position. 



AA/. Transpose. 
^wt or Let it stand. 

MO. Lower-case. 
JuCat. or^ — Italic. 



A^.Cf, or 

COM or 

^f.cajU or 



or 
A^m^ Roman. 



Small capitals. 

Capitals. 

Bold face capitals. 

Bold face lower-case. 



Mfnr or ' ^ Equalize spacing. 

^j or V Less space. 

^ opy^ Superior or inferior. 

J or I Move to left or to right. 



ori 1 


1 Move up or move down. 





Brackets. 


/> 


Parentheses. 




Straighten. 


# 


Insert space. 


^/- 


Wrong font type. 
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Marked Proof 
^.c The I nland Printer prints an am/ising letter 




a:^ from 4^. T. B. Aldrich to Prof/E^S.^orse, ex- ^# 
president of the American Academy for the Advance 
j/ ment of Science. Prof. Morse^ it should be stated, 

has a handwriting quite indescribable. ^My dear y^ 
Morse: It was very pleasant for me to get a letter 



■^(E) 



J^ from yoiiyother^he/day. Perhapsjl should iiave found -jC 

3^ it pl easanter if I had beejjjfc ble to decipher it I don^t 

^ think I mastered anything beyond the date (which 

)/ I kne\^ and the signature (which I guessed at). 

Q There's a singujfar and perpetual charm in a letter of 



j/^ youry it never grows old; it never lose slits novelty. ^ 

-yuof r One can say to one's self every morning jr There's h 

a ajx that letter of q^ orse's; I haven't read it yet. -V-I think □ 

^ ^ ril ^yanothei'^akg)at it to-day and maybe I shall be ^^y 



Jthx L ^^^y iUj ^course of a few yefrs, to make out w ^hat he 2 

means by those t's that look like w's, and those is \^ 

yut nru. that haven't any (eyebrow ^ Other letters a re read ^ 

and forgotten, but yours are kept forever^unread. ^V* ^ 
One of them will last a reasonable man a lifetime. 
Admiringly yours, T. B. Aldrich." 



A4%AyO^Vf^^%^ 




y^U^'iyi^L-^ 
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Corrected Proof 

The Inland Printer prints an amusing letter 
from Mr. T. B. Aldrich to Prof. E. S. Morse, ex- 
president of the American Academy for the Advance- 
ment of Science. Prof. Morse, it should be stated, 
has a handwriting quite indescribable. "My dear 
Morse: It was very pleasant for me to get a letter 
from you the other day. Perhaps I should have found 
it pleasanter if I had been able to decipher it. I don't 
think I mastered anything beyond the date (which 
I knew), and the signature (which I guessed at). 
There's a singular and perpetual charm in a letter of 
yours; it never grows old; it never loses its novelty. 
One can say to one's self every morning: 'There's 
that letter of Morse's ; I haven't read it yet. I think 
I'll take another shy at it to-day and maybe I shall be 
able, in the course of a few years, to make out what he 
means by those t's that look like w's, and those I's 
that haven't any eyebrows!' Other letters are read 
and thrown away and forgotten, but yours are kept 
forever — unread. One of them will last a reasonable 
man a lifetime. Admiringly yours, T. B. Aldrich." 
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Galley-proof Revising 

194. The importance of revising proofs well can not be overestimated. 
It is not enough for the reviser to slavishly follow the marks found on the 
proof sheet. He should see that all corrections have been properly made 
in the type, that words or lines have not been transposed by the compositor 
in making the corrections, and that the rules governing spacing, division of 
words, and good printing generally have been observed. Compositors have 
no excuse for neglecting to space evenly, either when setting the t)rpe or when 
making corrections, and the proof reader or reviser who passes bad spacing 
will be held in fault. 

195. All queries made by the proof readers must be carefully trans- 
ferred to the proof to be sent out, which should always be clean and well 
printed. 

196. Every paragraph containing an alteration in a proof that makes 
one or more overruns must be reread as first proof. It should be read aloud 
by copyholder, word for word, to the end of the paragraph, or at least far 
enough to satisfy the proof reader that the proper correction has been made 
and no new errors have slipped in while the lines were being handled. 

197. Revising should be done with reasonable dispatch, but good work 
must not be sacrificed to haste. The "hurry*' excuse for passing bad work 
will not be accepted, as assistance will be furnished whenever necessary. 

Page-proof and Press-proof Revising 

198. Special care must be exercised in revising linotype-machine 
matter. It is necessary to read the entire line in which a correction has been 
made and to see that the line has been inserted in the proper place and that 
the lines above and below it have not been disturbed. 

199. Press revising is a branch of proof-room work requiring special 
adaptability and great diligence and care. Not only must the revisers observe 
that the rules governing the work have been followed, but they must be on 
the alert for a multiplicity of points not coming within their sphere. Hence, 
a clear head, quick eye, knowledge of the style, acquaintance with the make-up 
of various publications, a high sense of order, an ability for detail, and mind 
and nerve not easily disturbed are prerequisites to success in the work. 

200. A few general rules only can be given to guide the proof readers. 
They handle a variety of work, and must decide each point as it presents 
itself. They are cautioned never to allow their work to get behind (calling 
for assistance when rushed), but not to make a sacrifice of correctness for 
the sake of speed. 

201. The following rules must be carefully studied : 

(a) See that proof sheets are clean and clear; send for another proof in 
case they are not. 
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(&) See that galley proofs connect before beginning the page or press 
revise. 

(c) See that page folios are continuous, that running heads are correct 
and uniform, and that the proper signature is correctly placed. 

(d) Revise carefully, observe connections between pages, carry all 
unanswered queries if the proof goes again to the author, otherwise see that 
all queries are answered, and take care that continued and repeated lines are 
free from errors. 

(e) If a revise is badly corrected or is from any cause not reasonably 
free from error, or imperfection, call for another correction and proof (stating 
number wanted), and destroy all duplicates. 

(/) Be on the lookout for "drop outs," doublets, and transpositions, 
applying the rules laid down for the first revisers. 

(g) Read by copy all running heads and box heads in continuous tables ; 
see that all leading lines are carried at the top where subordinate matter turns 
over ; that dollar marks and italic captions of columns are properly placed and 
uniform; that the matter is as compact as circumstances will permit, and that 
footnotes fall on the page containing the corresponding reference and are 
symmetrically arranged. 

(h) Preserve complete files of all O. K. and page proofs returned to the 
desk in the ordinary course of business, especially of the final proofs from 
which a work is sent to the press. 

(t) Carry over the succeeding and final proofs any special marks or any 
technical or mechanical instructions, not given on the order, intended for the 
composing and press rooms. Send with and attach to final proofs any special 
samples accompanying copy that are intended as exhibits for the composing 
and press rooms. See that all forms are properly imposed. 
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MECHANICAL EQUIPMENT 

GENERAL DESCRIPTION 

The composing room equipment consists of four model 7 Mergen- 
thaler linotypes with floor space provision for a fifth machine when 
needed. Machine no. 1 is equipped for composition on the catalogue cards 
in Hebrew, Russian, Servian, and Greek, beside composition in all of the 
other languages in which the roman letter and special accents can be 
used. Machines nos. 2 and 3 are equipped for catalogue card composition 
in all of the languages in which the roman letter and special accents can 
be used. Machine no. 4 is equipped for composition of catalogue matter 
for the Bulletin, 6 point and 8 point Rogers tabular matrices for the sta- 
tistical tables. Bulletin general reading matter, reports, catalogues, etc. ; 
and it is also equipped for composition on catalogue cards in which the 
roman letter and special accents can be used. The additional equipment 
consists of a Wesel self-inking automatic proof press; a Miller saw- 
trimmer and attachments ; a 2,000-pound Blatchf ord linotype metal fur- 
nace; Wesel automatic water cooled metal ingot molds; specially 
constructed galley racks, magazine and matrix cabinets; electrotype 
cabinets; iron top imposing tables; repair bench; tool cabinet; and 
four specially constructed type cabinets which hold over 3,000 pounds of 
job type, brass rule, furniture, etc. 

The press room equipment consists of a no. 3 Miehle cylinder press 
with a Gustaffson automatic feeder for printing the Bulletin, catalogues, 
publications, etc.; a Brown no. 133 book and catalogue folder with Gus- 
taffson automatic feeder for folding sheets of publications; two 10"xl5" 
and one 13"xl9" John Thompson "Colt's Armory" platen presses for 
printing the catalogue cards and other stationery forms; one no. 2 E-1 
Harris automatic rotary press with card, envelope, and sheet feeds for 
printing long runs of stationery forms ; one 42" New Child Acme paper 
cutter; one Hickok rotary semi-automatic card and paper drill; one 
no. 7 Boston wire stitcher; one 54" Bridgeport emery safety cup-wheel 
paper knife grinder. In addition there is the necessary auxiliary equip- 
ment consisting of perforating, punching and round cornering machines, 
ink cabinets, roller cabinets, stock cabinets, stock tables, etc. All of the 
machinery and equipment is driven by individual electric motors with 
current furnished direct from the power plant in the library's engine room. 

LINOTYPE EQUIPMENT AND TYPE FACES 

The equipment of the four linotype machines used by The New York 
Public Library is as follows : 

First Machine: 

Upper Magazine — 

11 point Old Style No. 1, with Antique No. 1. 

10 point Russian and Servian with Antique No. 1 (A E B a 6 b 
ABB a 6 b), on an auxiliary keyboard. 
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First Machine, Upper Magazine, continued. 

10 point Greek No. 2 (A A Q a 8 <o), on an auxiliary keyboard. 

8 point and 11 point Hebrew (> b v y B ^) - ^ point letters, 
figures and points on lower case side of keyboard ; 1 1 point 
letters on the capital side, with figures and points running pi 
(auxiliary keyboard). 

Lower Magazine — 

10 point Old style No. 1, with Antique No. 1 (without accents). 
8 poiat Old style No. 1, with italics and small caps. 

Second Machine: 

Upper Magazine — 

11 point Old style No. 1, with Antique No. 1. 

Lower Magazine — 

8 point Old style No. 1, with italics and small caps. 



Third Machine: 

Duplicate of Second Machine. 

Fourth Machine: 

Upper Magazine — 

11 point Old style No. 1, with Antique No. 1. 

11 point Old style No. 1, with italics and small caps. (Used for 
Bulletin reading matter.) 

8 point Old style No. 1, with Antique No. 1. (Used for Bulletin catalogue 
matter.) 

8 point Old style No. 1, Rogers' tabular matrices. (Used on tabular work.) 

Lower Magazine — 

8 point Old style No. 1, with italics and small caps. 

8 point Greek No. 3, A A Q a 8 co. (Used for Bulletin matter.) 

6 point Old style No. 1, with italics and small caps. (Used for Bulletin catalogue matter.) 
point No. 2G Rogers' tabular matrices. (Used for tabular work.) 
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6 POINT OLD STYLE NO. 1 WITH ITALIC AND SMALL CAPS 

Used for notes in Bulletin catalogue matter 
(Machine No. 4) 



ABCDEFGHI JKLMNOPQRSTU VWXYZ flbECE 
ABCDEFGHnKLMNOPQRSTUVWXYZ&JE(E 

ABCDEFGHIJ KLM NOPQRSTUVWX YZftJKB 

abcdef ghi j klmnopqrstuvwxy zaeoe 
abcdefghijklmnopqrstuvwxyzaa 

AAAAAAAAA4CCCI)£6&&RB&]^CfttttlllSLLL](i 

f>sooooooo0ftsss*otrtructytyt^tjw^**222:fc 

aiaaa&&i£«£ccdrt5eieee£«eiliillirilmnnnfi66 
dd&daiSidQ^icddiiieiii^iltilliriifh^iitiiidd 

ooo6oooQO0r8SBCuuuuiiuuuuwwyyyyzzzz 

fi fl ff ffi ffl tb @ 
fi fl ff ffi ffl n 

1234567890 
1224567B90 

. . : ; I ? I i ( I ) • t t I II K J " ... £ $ [ ] 

. • : ; t r I J ( ) " - — . .. £$ 

oofc|«b"'''//+-X-4- = 



6 POINT ROGERS' TABULAR NO. 26 

Used for statistical tables 
(Machine No. 4) 



ABODEPGHIJKLMNOPQBSTUVWXYZ&JECB 

ABODETGHTJKZjMNOPQBSTUYWXTSA 

abcdefghljldmnopqrstuywxyzseoB 
& «d 5 a 
fl fl fl ffi ffl lb Q 
1234507890 

! ? ( I ) * t : § II II * ' .-.£$[] 
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8 POINT OLD STYLE NO. 2 — ROGERS' TABULAR 

Used for statistical tables 
(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&-fflCE 
abcdefghijklmnopqrstuvwxyzseoe 
fi fl fif f!i ffl tb @ 
1234667890 

Vb % % y» % % Vs Vz % v^^^^y^v^ 

.:;!?()* t t I II n ' ' --£$[] 



8 POINT OLD STYLE NO. 1 WITH ITALIC AND SMALL CAPS 

Vstd for notes and subject headings on catalogue cards 
(Machines Nos. 1, 2, 3 and 4) 



ABCDEFGHI TKLMNOPQRSTUVWXYZ &MCE 
ABCDEFGHIJKLMNOPQRSTUVWXYZ&MCE 

ABCDEFGHI JKLMNOPQRSTUVWXYZft^OE 

abcde f ghi j klmnopqrstuv wxyzaeoe 
abcdefghijklmnopqrstuvwxyzaoe 

AAAAAAAAA^CCCgDfififiEfififieCfillll 
AAAAAAAAA4 CCCCD££n££££]S G & t It 1 

llJLILLl^Sr5rOOOOOOOO0ft§SSTTtJtrCUC 
llJLLL^r^ffOOOOOOOO0RSSSTTVVOVC 

AAAAAAc£^EE££fi!iilN6666dd696uu 

u u <j ^ 

aaaaaaaaaaa^ccccccgadoeeeeeeeee^gghh 
dddda&ddddaQddccccgddlfSieeeieeefgghif 

iiiiiiijir}Thnnnn666oooo66ooof(fsss$£)>tt 
iliil\%]llimnnnn6dddd6d86goQPrissf t f 

uuuuuuuuuuuvwwyyyyzzzz 

u«ttMi2Mttttttuuz;z(;zc;yyy3''^^^'^ 

fi fl ff ffi ffl lb 
fiflffffiffllb 

1234567890 

,. : ; ! ? I . ( I )*tt§ linr ' ... i$ [ ] [1 

a 00 « ii b ^ - - ^ '" / % % % % n 

> -<-« iT^ -^ cy -ea 



8 POIKT SUPERIOR CHARACTERS 

abed«fcblJklmnopqr«tVTWX7B . , : f ( ) + - x 



8 POINT INFERIOR CHARACTERS 
iaS4tffTS90 abcdefchl jklmnopqrstuTWSji . , : t ( ) + - x 
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8 POINT OLD STYLE NO. 1 SMALL CAPS, JOB PONT (1 font) 

Used for Bulletin catalogue matter 
(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZft.K(E 

1234567890$ 



8 POINT OLD STYLE NO. 1, ITALIC JOB FONT (1 font) 

Used for Bulletin catalogue matter 
(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ& 
abcdefghijklmnopqrstuvwxyz 

fiflffffiffl 
1234567890 



8 POINT OLD STYLE NO. 1 WITH ANTIQUE NO. 1 

Used for Bulletin catalogue matter 
(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&iECE 
ABCDEFGHIJKLMNOPQRSTUVWXYZ&iECE 

abcdefghijklmnopqrstuvwxyzaeoe 
abcdefghijklmnopqrstuvwxyzaece 

AAAAAAAAACCCD£fi£E££EIlIlCJLLEl? 
AAAAAAAA4CeCl^££:£^^e£fttIIlLL£l^ 

lilt 
lilt 

aaaaaaaaaa^ccc<; dS eeeeeeee^ iiiiii If} 
&iaaaaa&l^£[4 6dcg dS 6deeeeei^ iiiiii IFt 

mnnnnoooooooop0cprssBPtuuuuuuuuu 
m^dnii6d6oododo0(pfs§ tiiuuuuuflud 

wwyyyyzzzz 

A mm » \ A*. ^V.f 

wwyyyyzzzz 

fi fl ff ffi ffl lb @ 
fi fl £F ffi ffl lb @ 

1234567890 
1234567890 

% 'A H y2 H V4 "^A 

%y%ysy2 h Va v% 



1 ? I d ( 

! ? i £ ( 



I ) *t*§ If" . .. £ i [ 1 
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10 POINT OLD STYLE NO. 1 WITH ANTIQUE NO. 1 

Usgd with 10 Point Greek and Russian titles on catalogue cards 

(Machine No. 1) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&vECE 
ABCDEFGHIJKLMNOPQRSTUVWXYZ&iECE 

abcdefghijklmnopqrstuvwxyzaeoe 
abcdefghijklmnopqrstuvwxyzaeoe 







a i 

•• 

a < 


s e o u 
i i oii 




fi fl flf ffi ffl tb @ 
fi fl fF ffi ffl tt) @ 




1234567890 
1234567890 




H H H y2 H Va % 
% Va H 'A Vs Ya V» 




• • \ ? ( 


)*tt§ 
)*tt§ 


1 


r i f 

• « • 

• 


£ $ 

. . dtr tP 



I ] 



i 



o / ff 



I 



10 POINT OLD STYLE NO. 1, JOB FONT (1 font) 

Used with 10 Point Greek and Russian in titles on catalogue cards 

(Machine No. 1) 



ABCDEFGHIJKLMNOPQRSTU\^'XYZ&iECE 
abcdefghijklmnopqrstuvwxyzaeoe 



fi fl ff ffi ffl tt) 



1234567890 

HHHy2HHHy3y3HHH^y6H 
.•:;!?( I ) * t t § II 1[ "-£$[][ 1 



4 



o t n 



/ ^ V % % = + - X ^ 
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11 POINT OLD STYLE NO. 1 WITH ITALIC AND SMALL CAPS 

Ustd for BulleHn rtading matter, reports, etc. 
(Hachine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&^CE 
ABCDEFGHIJKLMNOPQRSTUVWXYZ&JECE 

ABCDEFGHIJKLMNOPQRSTUVWXYZ&.«CE 

abcdefghijklmnopqrstuvwxyzaeoe 
abcdefghijklmnopqrstuvwxyzaoe 

AAAAAAAAA^CCCOfififififififi? 
AAAAAAAAA4 CCGD£Ri,ne££^ 

IliriILELl^5J5JOOOOOOOO0ftg§ 
lltJllLLL^f[f}OOOOO6O60RSS 

AAAAAAAAgEEEEEEIIIIIINNOOO 

ooouuuuuu 

aaaaaaaaaa^ccQaaoeeeeeee^hiii 
ddddQaddddqccgSddeieeeee^kili 

iiiklrinnn666666666^qpfsss£f>£t 
titklifnnnooooooooo0yrsss p t t 

uuuuuuuuuuwwyyyyzzzz 
uuuuuuuuuuwwyyyy^'^'^'s 

fi fl ff ffi ffl lb @ 
yi ^ # j^ /S 

1234567890 
1234567890 

,. : ; ! ?i i ( I)*tt§ll11" . .. £$[][] 

,.: ;!fl i ( ) § "- — . ..£$ 



11 POINT OLD STYLE NO. 1 SMALL CAPS, JOB FONT (1 font) 

For use in Staff News 
(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ 
11 POINT OLD STYLE NO. 1, ITALIC JOB FONT (1 font) 

Used for mathematical equations, etc., on catalogue cards 

(Machine No. 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&AiCE 

abcdefghijklmnopqrstuTnvxyzaoe 

1234567890 

:;!?()£$ 
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11 POINT OLD STYLE NO, 1 WITH ANTIQUE NO. 1 

Used for titles on catalogue cards 
(Machines Nos. 1, 2, 3 and 4) 



ABCDEFGHIJKLMNOPQRSTUVWXYZ&^CE 
ABCDEFGHIJKLMNOPQRSTUVWXYZ&^CE 

abcdefghijklmnopqrstuvwxyzaeoe 
abcdefghijkltnnopqrstuvwxyzaece 

AAAAAAAAA4CCgDfi6£fi£££? 
AAAAAAAAA4ecg5££:£££ee^ 

tttlllJLlLI.tififi6666Q6O601k 

SSTtJtrtrUutJtrT:jtJWt--S'-2-2Z24 
SStUtiOtJOOOtrttW*t*22ii 

aaaaaaaaa^ccqatJeeeeeeeegiii 
aaaaaaaaa^ccgaoeeeeeeeefiii 

iiiirfinnnoooooooopoqprssfipt 
iiilif nnnoooooooo0 rss f 

uuuuuuuuuwwyyyyzzzz 
uuuuuuuuuwwyyyyzzzz 

fi fl flf ffi ffl lb 
fi fl £F ffi ffl lb 

1234567890 
12 34567890 

YiYAYfiy^ % VAVsy^ysysysVsVsVeH 

. . •• ; ! ? i i (I ) * 1 1 § II U " ... £$[][] 

..:;.'?ii(|)*t*§ r' ...£$[] 

a I li b - - ° ' " / # -4 % % % % D 

^^->-M1 M r^ L|+x = +x-f- = 



11 POINT SUPERIOR CHARACTERS 

1234667890 abcdefghlJklmnopqrstUYWxyz . , : f ( ) + - x 

11 POINT INFERIOR CHARACTERS 

1234667890 abcdefghljklmnopqrstuvwxyz . , : t ( ) + - X 
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8 POINT HEBREW 

Used for notes in Hebrew on catalogue cards 
(Machine No. 1) 



0987654321 



n POINT HEBREW 

Used for titles in Hebrew on catalogue cards 
(Machine No. 1) 



ir'»iiS8ntynpf^ciBsyDpDD^TD^tDnnn'T:in« 

0987654321 



8 POINT GREEK NO. 3 

Used for titles in Greek on Bulletin catalogue matter 

(Machine No. 4) 



ABrAEZHeiKAMNS0nP2TY^XYQ 
d&ddaASafifi{lqi$^E££IE£lif|T)f|f|fifi^fi{){i{)llii 

llllllllllllllOOOOOOOOVVVVVVVVVVVVVVCOQ) 

1234567890 

,.:;!?(!)*'' . .. • ' ^ " •' "^ " "^ « > § t t II If [ ] 
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10 POINT GREEK NO. 2 

Used for titlgs in Greek on catalogue cards 
(Machine No. 1) 



ABrAEZHeiKAMNSOnPSTr*XTQ 



a^6Y3((T)0cxX|j.v$oicpaCTUfx4'^ 



A H Q q 



t t t 



1234567890 

Vs y4 % V2 % % % 

,.:;{)*'' . . . • ' ^ ^ ^ " '^ "^ ^ « » § t [ ] 



10 POINT GREEK NO. 2 (WITHOUT ACCENTS), JOB FONT 

(1 font) 

Used for single words or letters in titles on catalogue cards 

(Machine No. 1) 



ASrAEZHeiKAMNEOnPSTr^X^Q 

a^6Y8el^iQ0(xX|xv$oirp9(-cufX*l'<ii> 
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10 POINT RUSSIAN WITH ANTIQUE NO. 1 

Uttd for titlet in Russian on catalogu* cards 
(Uachine No. 1) 



ABsr^^EHCSHiKJiMHonpcTy^xi^Hinn^'B 

ABBr^liEaCSZIKJIMHOnPCTyOXIliHnim'L 

HB-BSiOHeva 

ub'BaioHeva 

a6Br;^ex3HiKjiMHonpCTy$xi;Hmii^'LLiBi3i) 

xe vfi 
« e vtt 

1234567890 
1234567890 



I ? ( ) *§ t 

! ? ( ) *§ t 



< ) 



$ " » [ 

= "-—...$ [ 



> % « » J V + X 



10 POINT SERVIAN WITH ANTIQUE NO. 1 

Used for titles in Servian on catalogue cards 
(Machine No. 1) 



J ]J fe 5 Jb H> 

] 1^ h ^ jb B> 
j jji h ^ jb lb 

(The Other letters in the Servian alphabet are the same as in Russian.) 
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LINOTYPE RULE SLIDES 

1 -Point Hair Line 



1-Point Full Face 



2-Point Full Face 



3-Point Full Face 



6-Point Full Face 



2-Point Hair Line Parallel 



2-Point Hyphen-Leader 



ROGERS' BRASS RULE 



2-Pt. Hair Line 



2-Pt Hair Line 
Parallel 



1-Pt. Full Face 



2-Pt. Full Face 



MATRICES FOR BOX AND RULE WORK 
Machine No. 4 — 8 Job Ponts, 1 of eaeh 

With these matrices squares or other rectangular figures of any size can be ruled 
both ways at one impression. At the point of intersection there is no break in either 
the horizontal or the vertical line. This can be done in no other way except by use of 
the ruling machine, the wax plate process, or by making two impressions on the press — 
all expensive operations. 

We have these matrices in 6 and 12 point. There are 13 characters in the 6 point 
size, but only 12 characters in the 12 point size — character 13 being omitted. 



« POINT BOX AND BX7LE MATBIOES — SINGLE OHABAOTEB 

No. 1 No. 2 No. 3 No. 4 No. S No. 6 No. 7 No. 8 No. 9 

r-i "--^ 1-4 -r-^ + 



No. 11. 

I 



No. 12 



No. 13 



No. 10 



No. 1 

r 



No. 2 



n 



12 POINT BOX AND BX7LE MATBIOES — SINGLE OHABAOTEB 

No. 3 No. 4 No. S No. 6 No. 7 No. 8 No. 9 No. 10 



No. 11 No. 12 



L 



J 



h H 



+ 
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How TO Use the Box and Rule Matrices 



■ 

i-^^^^^— ^— »^^^i^^-^ ^^^^^^M^^ ^M^^^^^iia^ ^m^^m^m^^^m ■^k^H^^.^^^ ^^^^^^h^^ ■ f^a^^ — ^— ■ ■^■w 



To make the above diagram in any size: Assemble character No. 1, then the 
necessary number of No. 10, then No. 7, then the same number of No. 10 as before; 
continue this until the required number of squares are formed; to make the corner 
of the last square use No. 2. For the second slug assemble character No. 11, then as 
many blanks as were assembled of No. 10, then No. 11 again, and continue to the end 
of the diagram. Make as many of these slugs as the depth of the square calls for. 
For the last slug of the diagram assemble character No. 5, then the same number of 
No. 10 as in the first line, then No. 9, and continue to the end of the diagram, finishing 
with No. 6. When the slugs are assembled the diagram will be complete. To make a 
series of squares without the continuing lines at the bottom, use Nos. 3, 8, and 4 in the 
last line instead of 5, 9, and 6. 



-^^^— -^^^— -^^^— -^— ^ 



12 POINT BOX AND BULE MATBIOES — TWO OHABAOTEB 



No. 1 
Size .0415 



No. 2 
Size .0415 



No. 3 
Size .083 



No. 4 
Size .0276 



No. 5 
Size .0415 



No. 6 
Size .083 



No. 7 
Size .166 



I 



T 









































' 



































































































































k 



STYLE MANUAL 


CASE 


TYPE FACES 


fi-Poi 


Dt Accent Marks 


12-Po 


lint AcccDt Marki 
O ^^ ■■ *• wm tt 


REFERENCES 


HARKS AND INDEXES 

6-Polol 
t I i 1 1 -M 


m- • t 


S-Poiot 

t i II 1[ -Wi 


m- * f 


lO-Point 

: § II n •«« 


»S* * t 


12-Point 

t § II n -s* 



t t § II II 



t I § II IT 



4B-fo>nt 



6-I.Liw Index*. ~ Wood Type 
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6-Point Hyphen Leaders — Type 



8-Point Hyphen Leaders — Type 



10-Point Hyphen Leaders — Type 



12-Point Hyphen Leaders — Type 



1-Point Brass Rule — Hair Line 



1-Point Brass Rule — Full Face 



2-Point Brass Rule — Hyphen-Leader 



2-Point Brass Rule — Hair Line 



2-Point Brass Rule — Full Face 



3-Point Brass Rule — 1-Point Bevelled 



3-Point Brass Rule — 2-Point Bevelled 



STYLE MANUAL 
CONDENSED BLAIR 

6-Point Condensed Blair No. 1 

THE TTPOeilAPHV OF A BOOR SHOULD SMO* A VISIBLE ABIECHMT Wnm ITS SUBJECT-MATTER. 

6-Point Condensed Blair No. 2 

THE TYP06IAPHV Of A BOOK tHOULO SHOW A VISIBLE AGIEEMEHT WITH ITS SUSJECT-MAHEI. 

6-Point Condensed Blair No. 3 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH ITS SUBJECT-MATTER. 

6-Point Condensed Blair No. 4 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH ITS SUBJECT 
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l<l4S«7tt« 



l2S4S«7«f« 



1234567890 



1234567890 



12-Point Condensed Blair No. 1 

THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH IT 1234567890 

12-Point Condensed Blair No. 2 

THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AG 1234567890 

12-Point Condensed Blair No. 3 

THE TYPOGRAPHY OF A BOOK SHOULD SHOW A 1234567890 



12-Point Condensed Blair No. 4 

THE TYPOGRAPHY OF A BOOK SHOULD 



1 234567890 



BLAIR 

6-Point Blair No. 



6-Point Blair No. 1 

THK TV^OanA^HV or A BOOK SHOULD SHOW A VISIBI-C ASKKKMCNT WITH ITS 

6-Point Blair No. 2 

» 

THE TYPOOAAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT 

6-Point Blair No. 3 
THE TYPOGRAPHY OF A. BOOK SHOUI.D SHOW A VISIBI.E 



THE TYPOO 



6-Point Blair No. 4 
RAPHY OF A BOOK SHOULD SHOW 



12-Point Blair No. 1 

THE TYPOGRAPHY OF A BOOK SHOULD 

12-Point Blair No. 2 

THE TYPOGRAPHY OF A BOOK 

12-Point Blair No. 3 



1834867800 



1234667890 



1234567890 



1234667890 



1234567890 



THE TYPOGRAPHY OF A B 1234567890 

12-Point Blair No. 4 

THE TYPOGRAPHY O 123456789 
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MITCHELL 

6-Point Mitchell No. 1 



6-Point Mitchell No. 2 



6-Point Mitchell No. 3 



6-Poiiit Mitchell No. 4 
THE TYROORARHY OF A BOOK SHOULD SHOW A VISIBL-K 



6-Poiiit MitcheU No. 5 
THE TYPOORAPHY OF A BOOK SHOULD SHOW A 1234S67890 



12-Point Mitchell No. 1 

THE TYPOGRAPHY OF A BOOK SHOUL-D 1234567890 



12-Point Mitchell No. 2 

THE TYPOGRAPHY OF A BOOK 1234567890 



12-Point Mitchell No. 3 

THE TYPOGRAPHY OF A 1234567890 



12-Point Mitchell No. 4 

THE TYPOGRAPHY 1234567890 



TYPEWRITER 

12-Point New Model Underwood Typewriter — (2 cases) 

The typography of a 'boGk should show 1234567890 
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SHAW TEXT 

8-Point Shaw Text 
'Vlfe tjgpt^tKflim ti a book shontik slroto a tristblc agrctnunt toitlr tt« snbject-matUr. f et it bots not rvub beco- 

^|E «W««JIA¥!H «3f A P^P #II««JP #»«• A »I»P?5 A«P 1234567890 



10-Point Shaw Text 

Vlfc t^itgrqilf^ nf « biitfk slfonlb slfimt « Histble sgreement taiitlf its sttbiect-maiter. ^ei it ^ 
^|E 'Si^ttftllAVini m A P««|lt'#||«S|9 #||«1» Jl 9|l 1234567890 



12-Point Shaw Text 

%\\t igp00r8)ilr$ of a liiitfk slfimlb slfudbi a txisible agreement iititif its ntbint'^natter^ 
Vfr^ ^9<l^|iA?lr$ ^If^ A P<1^<1^P »|f«fi|[|l »|f 1 234567890 



14-Point Shaw Text 

Wnt tgii00tr«:pl)^ jof a b00k slfoulb slfotoi a Itisible agreement toiitlf its sn 
^|E ^lf(»(S^A$l% (ij^ A P<i^<i^iK »f(» 1234567890 



18-Point Shaw Text 



^H? ^W<^^3^Am ^3^ A 12345^789 



24-Point Shaw Text 



%\^t tfp00rapl;g of a Wok alfottlft slf ntw a 
ia;p^ fW®<S?lMM 123456789 



30-Point Shaw Text 



%\i& tgiMTgrapI^ of a bonk alfoulh a 
tlf ff#<®ai^^fl 123456 
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RBCUT CASLON ITALIC 

6-Point Recut Caslon Italic 
The typography of a book should show a visible agreement with its subject-matter. Yet it does not need decoration. 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH 1234547890 

8-Point Recut Caslon Italic 
The typography of a book should show a visible agreement with its subject-matter. Yet it does not 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AG 1234S67890 

lO-Point Recut Caslon Italic 

The typography of a book should show a visible agreement with its subject-matter. 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW 1234567890 

12-Point Recut Caslon Italic 

The typography of a book should show a visible agreement with its subject 
THE TYPOGRAPHY OF A BOOK SHOULD 1234567890 

14-Point Recut Caslon Italic 

The typography of a book should show a visible agreement w 
THE TYPOGRAPHY OF A BOOK 1234567890 

18-Point Recut Caslon Italic 

The typography of a book should show a visibl 
THE TYPOGRAPHY OF 1234567890 

24-Point Recut Caslon Italic 

The typography of a book should sho 

THE TYPOGRAP 123456789 

30-Point Recut Caslon Italic 

The typography of a book shoul 

THE TYPOGRA 123456 



36-Point Recut Caslon Italic 



The typography of a book 

THE TYPO 123456 
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RECUT CASLON 

6-Point Recut Caslon 
The tsrpoiraphy of ■ book ihonld ihow a visible agreement with itt aubiect-inatter. Yet it doea not need decora- 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH ITS 1234567890 



8-Point Recut Caslon 
The typography of a book should show a visible agreement with its subject-matter. Yet it do 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE 1234567890 



10>Point Recut Caslon 

The typography of a book should show a visible agreement with its subject ma 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW 1234567890 



12-Point Recut Caslon 



The typography of a book should show a visible agreement with its 
THE TYPOGRAPHY OF A BOOK SHOULD 1234567890 



14-Poiiit Recut Caslon 



The typography of a book should show a visible agreeme 
THE TYPOGRAPHY OF A BOOK 1234567890 



18-Point Recut Caslon 



The typography of a book should show a visi 

THE TYPOGRAPHY OF A 1234567890 



24-Point Recut Caslon 



The typography of a book should s 

THE TYPOGRAP 1234567890 
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30-Pomt Recut Caslon 

The typography of a book s 

THE TYPOGR 1234567 



36-Point Recut Caslon 



The typography of a b 



THE TYPO 123456 



42-Point Recut Caslon 



The typography of a 



THE TYP 12345 



48-Point Recut Caslon 



The typography 



THE TY 1234 
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NEW CASLON ITALIC 

6-Point New Caslon Italic 
Tkt typ»grmpky •/ « b—k sUmU sk^m m vMUt mgrmmMt with its wkhd-mmtUr, Yh it d^n n9t mmd ibefarttf, 
THE TYPOGRAPHY OP A BOOK SHOULD SHOW A VISiBLB AGREEMENT WITH ITS 123454799$ 



S-Point New Caslon lUlic 
The ^TPography 0/ a book shouid show a visihie agreement with iU subject-matter. Yet it does not need 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREE I234S67890 



lO-Point New Caslon Italic 

The typography of a book should show a visible agreement with its subject-matter 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A 1234567890 



12-Point New Caslon Italic 

The typography of a book should show a visible agreement with its su 
THE TYPOGRAPHY OF A BOOK SHOULD 1234567890 



14-Point New Caslon Italic 



The typography of a book should show a visible agreement 
THE TYPOGRAPHY OF A BOOK 1234567890 



18-Point New Caslon Italic 



The typography of a book should show a visibl 
THE TYPOGRAPHY OF A 1234567890 



24-Point New Caslon Italic 



The typography of a book should sh 

THE TYPOGRAPH 1234567891 
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30-Pomt New Caslon Italic 

The typography of a book sho 

THE TYPOGR 1234567 



36-Potnt New Caslon Italic 



The typography of a boo 

THE TYPO 1234567 



42-Point New Caslon Italic 



The typography of a 

THE TYPO 123 



46-Point New Caslon Italic 



The typography o 

THE TYP 123 
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NEW CASLON 

6-Poiiit New Cmslon 
The typography of a book thoold show a visible agreeneaC with its mbieet-matter. Yet it does not need deeore- 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT WITH ITS 12M567890 

8-Point New Caslon 
The typography of « book should show « vitible fttreement with it« ■ubject-mfttter. Yet it do 
THE TYPOGRAPHY OF A BOOR SHOULD SHOW A VISIBLE 1234567890 

lO-Point New Caslon 

The typography of a book should show a visible agreement with its subjec 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW 1234567890 

12-Point New Caslon 

The typography of a book should show a visible agreement with 
THE TYPOGRAPHY OF A BOOK 1234567890 

14-Point New Cailon 

The typography of a book should show a visible agre 
THE TYPOGRAPHY OF A BOOK 1234567890 

18-Point New Caslon 

The typography of a book should show a 
THE TYPOGRAPHY OF 1234567890 

24-Poiiit New Caslon 

The typography of a book shoul 

THE TYPOGRA 1234567890 

30-Poiiit New Caslon 

The typography of a book 

THETYPOGR 1234567 



36-Point New Caslon 



The typography of a b 

THE TYPO 123456 
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4Z-Point New Culon 



The typography of 
THE TYP 1234 



48-Point New Culon 



The typography 
THE TY 1234 



60-Point New Culon 



The typogra 
THE L 123 



Z-Point New Gallon 



The typogr 
THE R 12 
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CONDENSED CASLON 

6-Pomt Condensed Cmslon 
The typotfraphiy of a book ilioald iliow a ▼iaahlc aireeaeaC with its saMcct-Battcr. Tct it does not need deooratioa. 
THE TTPOGKAPHY OF A BOOK SHOULD SHOW A VISIBLE AGRBBMBNT WITH ITS SUBJECT m«M78lt 

8-Point Condensed Caslon 
The typo^flpliy of %. book thoiild show a ▼itiblc a^recnicDt with its tDbject-matter. Yet it does no 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISDILE AGREEMENT 1234567890 

lO-Point Condensed Caslon 

The t3rpo^phy of a book should show a visible agreement with its subject-matt 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIB 1234567890 

12-Point Condensed Cation 

The tjrpography of a book should show a visible agreement with its subject 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW 1234567890 

14-Point Condensed Caslon 

The typography of a book should show a visible agreement 
THE TYPOGRAPHY OF A BOOK 1234567890 

IS-Point Condensed Caslon 

The typography of a book should show a visible a 

THE TYPOGRAPHY OF A 1234567890 

24-Point Condensed Caslon 

The typography of a book should show 

THE TYPOGRAPHY 1234567890 

30-Point Condensed Caslon 

The typography of a book should 

THE TYPOGRAPH 12345678 



36-Point Condensed Caslon 



The typography of a book 



THE TYPOG 12345678 



THE NEW YORK PUBUC LIBRARY 
42-Poiiit CondcDNd Culon 



The typography of a b 
THE TYPOG 12345 



48-Patiit Condnoed Ciilon 



The typography of 
THE TYP 12345 



60-Poml CondenKd CuloD 



The typograph 

THE K 12345 



72-Pomt CoadeoKd CmIod 



The typograp 
THE K 123 
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CONDENSED CASLON — WOOD TYPE 

6-Line CondciiKd Culon — Wood T^pc 

THEth58 



8-Line Condensed C»«li)ii — Wood Type 



THa29 



10-Line Condenied Ciilon — Wood Type 



The 13 

12-Line Condensed Caslon — Wood Type 

Th86 
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HEAVY CASLON 

6-Point Heavy Caalon 
The tyyotfMphy of m book thooM show o riaiUo otfroomoat with ito Mihioot«M«ttor. Yet it do— nto 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISIBLE AGREEMENT 12M567890 

8-Point Heavy Caslon 
The typo^Aphy of m book ahould ahow m Tinble fl^eement with its subject-iiiAtter. Yet 
THE TYPOGRAPHY OF A BOOK SHOULD SHOW A VISHILE 1234567890 

lO-Point Heavy Caslon 

The typography of a book should show a visible agreement with its su 
THE TYPOGRAPHY OF A BOOK SHOULD 1234567890 

12-Potnt Heavy Caslon 

The typography of a book should show a visible agreement w 
THE TYPOGRAPHY OF A BOOK 1234567890 

14-Point Heavy Caslon 

The typography of a book should show a visible ag 
THE TYPOGRAPHY OF A 1234567890 

18-Point Heavy Caslon 

The typography of a book should show a 

THE TYPOGRAPHY OF 1234567 

24-Point Heavy Caslon 

The typography of a book shou 

THE TYPOGRAPH 123456 

30-Point Heavy Caslon 

The typography of a book 

THE TYPOG 123456 

36-Point Heavy Caslon 

The typography of a 

THE TYPO 12345 
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4a-Point Heavy Caslon 

The typography 

THE TYP 1234 



4»-Point HcftTy Gallon 



The typo^aph 

THE TY 123 



60-Point Heavy Caslon 



The typo^ra 

THE G 12 



72~Poiiit Heavy Caslon 



The typog 
THE 
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HEAVY CA8LON — WOOD TYPE 

6-Uat Heavy Culon — Wood Type 



TL rk 18 



B-Liiie H*avy Lasloii — Wood Type 



The 7 



10-Line Heavy Caslo.i — Wood Type 




Tk 

12-Lme Heavy Caslon — Wood Type 

Th8 
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OUTLINE FIGURES — WOOD TYPE 

12-Line Outline Figures — Wood Type 





t 



" r 
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This book should be returned to 
the Iiibrary on or before the last date 
stamped below. 

A fine of five cents a day is incurred 
by retaining it beyond the specified 
time. 

Please return promptly. 
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